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INSTRUCTIONS 


TO  AGENTS  AND  OTHERS  REGARDING  REPORTS 
AND  RECORDS  OF  EARNINGS  INCIDENT 
TO  FREIGHT  TRAFFIC. 


Note  : — Some  of  tlie  accompanying  rules  and  regulations  will 
be  found  in  the  Agents’  and  Conductors’ Manual  issued  by  the 
Comptroller  and  in  the  General  Rules  and  Regulations  issued  by 
the  General  Freight  Department.  They  have  been  reissued 
here  because  they  bear  directly  upon  the  subjects  treated  of  in 
this  book. 


1.  General  Instructions. 

2.  All  freight  reports  must  be  rendered  and  accounts  kept  in 
accordance  with  the  rules  and  regulations  contained  herein. 
Any  case  not  covered  by  same  must  be  referred  to  the  freight 
auditor  for  instructions. 

3.  All  freight  reports  must  be  made  and  forwarded  to  the 
freight  auditor  so  that  they  will  reach  his  office  at  the  time  desig¬ 
nated  in  the  instructions  printed  on  each  blank. 

4  When  an  agent  has  no  business  to  report  on  any  forms 
which,  according  to  instructions  must  be  sent  to  the  freight  auditor 
(except  forms  26,  71,  93  and  95)  form  163*  must  be  sent  instead,  in 
time  to  reach  his  office  not  later  than  the  morning  of  the  day  on 
whi  -h  the  report  is  due.  A  copy  of  form  26  must  be  sent  prop¬ 
erly  headed  and  dated  when  he  has  no  business  to  report. 

5.  Freight  is  received  for  transportation  only  under  the  terms 
and  conditions  specified  in  the  various  classifications  and  general 
rules  of  the  company.  (See  rules  and  regulations  of  the  general 
freight  department,  G.  F.  D.  No.  1050,  of  1889,  or  subsequent 
issues  thereof.) 

6  Employes  must  keep  themselves  fully  supplied  with  all  the 
blank  forms  necessary  for  the  transaction  of  the  business  of  their 
positions,  and  familiarize  themselves  with  the  instructions  printed 
thereon. 
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7.  Reports  will  not  be  accepted  on  forms  other  .than  those  pro¬ 
vided  for  the  particular  business  to  be  reported. 

8.  The  agent  at  the  station  from  which  freight  is  way -billed  is 
designated  as  the  forwarding  agent.  The  agent  at  the  station  to 
which  freight  is  way- billed  is  designated  as  the  receiving 
agent. 

9.  In  corresponding  with  the  freight  auditor,  agents  must 
never  detach  any  papers  from  correspondence  unless  specially  in¬ 
structed  to  do  so.  In  replying  to  letters  from  the  freight  auditor 
always  attach  his  letter  to  the  reply,  unless  otherwise  instructed. 

10.  Shipping  Bill.* 

.  (Form  35.) 

11.  Freight  will  not  be  received  for  shipment  unless  accompan¬ 
ied  by  a  shipping  bill  signed  by  the  shipper,  which  must  contain 
all  the  information  necessary  to  enable  the  agent  to  way-bill 
the  freight  to  destination.  It  must  be  filed  by  the  agent  as  a  part 
of  his  station  records,  as  it  forms  a  permanent  record  of  each 
shipment  way-billed. 

12.  Conductor^  of  freight  trains  are  supplied  with  form  960  for 
the  purpose  of  furnishing  agents  with  way- billing  instructions!  for 
freight  loaded  at  stations  or  sidings  where  there  are  no  agents. 
Agents  must  report  to  the  freight  auditor  any  failure  on  the 
part  of  conductors  to  furnish  such  instructions  on  the  regular 
form  for  any  freight  loaded  by  them  at  points  as  designated 
above. 

13.  Receipt  foe  Feeight.J 
(Form  35.) 

14.  A  receipt  must  be  given  when  freight  is  received  for 
shipment,  but  it  must  not  be  signed  by  the  agent  or  other  author¬ 
ized  person  until  after  the  articles  enumerated  thereon  have  been 
checked  into  the  warehouse  or  car. 

15.  The  receipt  must  specify  to  what  station  on  these  com¬ 
panies’  lines  the  freight  is  to  be  transported,  and,  if  requested  by 
the  shipper,  the  rate  at  which  the  transportation  charges  are  to  be 
computed  must  be  entered  in  the  space  provided  therefor.  If  the 
shipper  does  not  request  that  the  rate  be  shown,  the  word  “  tariff” 
must  be  written  in  the  space  provided  for  the  rate. 

16.  When  freight  is  loaded  by  the  shipper  and  is  not  counted  or 
checked  by  an  employe  of  the  company,  the  notation  “  shipper’s 
count  and  tally  ”  must  be  made  across  the  face  of  the  receipt  for 
freight  and  of  the  shipping  bill. 

17.  The  details  of  the  way-bill  must  agree  in  every  respect  with 
the  receipt  given  for  the  property  it  covers. 


*Form  13  appendix. 
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18.  In  way-billing  freight  for  which  a  bill  of  lading  or  receipt 
has  been  delivered,  the  agent  making  the  way-bill  must  note  on  its 
face  “bill of  lading  issued”  or  “ receipt  issued,”  as  the  case  may  be. 

19.  When  the  way-bill  shows  that  a  bill  of  lading  or  receipt 
has  been  issued,  the  agent  who  receives  the  freight  must  not  deliver 
the  same  until  the  original  bill  of  lading  or  receipt  has  been  sur¬ 
rendered,  except  as  authorized  by  the  general  freight  department. 

20.  Way-Bili** 

21.  The  way-bill  is  a  manifest  or  statement  of  the  particulars 
enumerated  on  the  shipping  bill  and  of  the  charges  incident  to  the 
transportation  of  the  property  for  which  it  is  made.  It  accompanies 
the  freight  to  destination  and  enables  the  receiving  agent  to  check 
intelligently  the  property  it  covers  and  to  determine  accurately 
the  amount  of  charges  due  thereon. 

22.  A  local  way-bill  is  a  way-bill  reading  between  two  sta¬ 
tions  located  upon  the  same  railroad,  provided  it  passes  over  no 
other  railroad  between  way-billing  point  and  destination. 

23  A  foreign  way-bill  is  a  way-bill  reading  between  two 
stations  located  upon  different  railroads,  or  between  two  stations 
located  upon  the  same  railroad  when  it  passes  over  another  rail¬ 
road  between  way-billing  point  and  destination. 

24.  The  following  are  exceptions  to  rules  22  and  23  : 

25.  1st.  Way-bills  for  freight  between  stations  upon  the 
C.  &  N.-W.  By.,  and  Necedah,  Wis.,  routed  via  Elroy  and  Necedah 
Junction,  passing  over  the  C.,  St.  P.,  M.  &  0.  By.,  between  Elroy 
and  Necedah  Junction,  are  local  C.  &  N.-W.  way-bills. 

26.  2nd.  Way-bills  for  freight  between  stations  upon  the 
C.  &  N.-W.  By.,  passing  over  the  C.,  St.  P.,  M.  &  O.  By.,  between 
Elmore  and  Kasota,  are  local  C.  &N.-W  way-bills. 

27.  3rd.  Way-bills  for  freight  between  Omaha  and  South 
Omaha,  and  stations  upon  the  C.  &.  N.-W.  By.,  passing  over  the 
C.,  St.  P.,  M.  &  O.  By.,  and  the  S.  C.  &  P.  B.  B.,  via  Blair  and 
Missouri  Valley,  are  local  C.  &  N.-W.  way-bills. 

28.  4th.  Way-bills  for  freight  between  stations  upon  the 
F.,  E.  &  M.  V.  B.  B  west  of  Fremont,  and  stations  south  of  Arling¬ 
ton  to  Omaha,  inclusive,  passing  over  the  S.  C.  &  P.  B.  B.,  from 
Fremont  to  Arlington,  are  local  F.,  E.  &  M.  V.  way-bills. 

29.  The  way-bill  must  show  the  true  condition  of  the  property 
when  received  for  transportation. 

30.  A  separate  way-bill  must  be  made  for  each  loaded  car. 

31.  A  separate  way-bill  must  be  made  for  free  freight,  i.  e., 
freight  way -billed  without  charges. 

32.  No  freight  will  be  way-billed  free  without  orders  from  the 
general  freight  department,  except  estray  freight,  for  which  the 
general  claim  agent  can  authorize  free  way-bills. 

33.  The  use  of  memorandum  way-bills  is  strictly  prohibited. 
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34.  Car  tickets*  for  loaded  cars  must  not  be  < used  except  as 
authorized  by  the  general  freight  department. 

35.  Unless  printed  tariffs  provide  otherwise,  when  a  con¬ 

signment  of  freight  is  divided  into  two  or  more  lots  while  en 
route,  and  the  charges  should  be  computed  through  to  destina¬ 
tion  as  if  freight  had  gone  through  as  originally  shipped,  the  way¬ 
bill  for  each  portion  of  the  shipment  must  show  upon  its  face 
full  reference  to  the  other  way-bills  for  the  balance  of  the  con¬ 
signment  ;  this  reference  to  include  car  number  and  initials,  way¬ 
bill  number  and  date;  one  way-bill  must  show  the  total  amount 
of  the  consignment,  also  the  total  weight  and  charges,  and  nota¬ 
tion  should  be  made  on  face  of  way-bill,  “  Balance  of  shipment 
(show  quantity)  to  follow,  my  way-bill - ,  date,  - - car  No. 

36.  Each  of  the  other  way-bills  must  be  made  for  such 

portion  of  the  consignment  as  actually  accompanies  the  way-bill, 
and  notation  must  be  made  on  the  face  of  way-bills,  “For  weight 
and  charges  see  my  way-bill - ,  date, - car  No. - .” 

37.  In  case  part  of  a  shipment  goes  forward  before  the 
balance  is  loaded,  and  it  is  impossible  for  the  forwarding  agent 
to  give  proper  reference  on  his  way-bill  as  to  the  car  and  way-bill 
on  which  the  balance  of  the  shipment  will  go  forward,  he  must 
immediately  upon  way-billing  the  balance  of  the  shipment  issue 
correction  cards  on  the  first  way-bill  giving  the  information 
called  for  above. 

38.  Way-bills  must  be  written  plainly  and  in  copying  ink,  so 
that  the  necessary  number  of  letter-press  copies  can  be  taken. 

39.  The  columns  of  the  way-bill  headed  “  weight,”  “local  un¬ 
paid,”  “local  prepaid,”  “  miscellaneous  unpaid,”  “miscellaneous 
prepaid,”  “advanced  charges,”  and  “foreign  charges  prepaid,” 
must  be  footed,  care  being  taken  that  each  figure  is  placed  in  its 
proper  column. 

40.  Agents  at  junction  stations  must  stamp  the  name  of  their 
station  on  all  way-bills  for  local  or  foreign  freight  passing  their 
station  that  can  reach  its  destination  via  more  than  one  route.  It 
can  thus  be  determined,  from  an  inspection  of  the  original  way¬ 
bill,  via  what  route  the  freight  reaches  its  destination. 

41 .  Agents  at  stations  where  freight  is  transferred  en  route  must 
enter  on  the  outside  of  way-bills  the  name  of  the  station,  date  of 
transfer  and  initial  and  number  of  car  into  which  the  freight  is 
transferred;  the  initials  and  number  of  the  car  into  which  the 
freight  is  transferred  must  also  be  entered  above  the  original  in¬ 
itials  and  number  of  car  on  the  inside  of  the  way-bill. 

42.  The  original  way-bill  must  be  delivered  to  the  conductor  in 
charge  of  the  train  carrying  the  freight  in  every  instance. 

43.  The  different  kinds  of  way-bills  in  use  by  these  companies, 
for  special  business  as  well  as  the  particular  kind  of  business  for 
which  each  is  used,  are  as  follows: 
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44.  Way-Bill  foe  Perishable  Freight. 

45 .  This  way-bill  is  used  for  way-billing  perishable  freight,  i.  e., 
shipments  of  butter,  fruit  and  similar  articles  that  are  liable  to  be 
injured  by  delay  in  transit. 

46  Lite  Stock  Way-Bill.* 

47.  This  way-bill  is  used  for  way-billing  shipments  of  live  stock 
to  the  various  live  stock  centers.  It  does  not  differ  from  the  or¬ 
dinary  w^ay-bill  except  that  a  stub  is  attached  which  contains,  in 
compact  shape,  the  same  information  that  is  given  on  the  original 
way-bill.  The  stub  is  used  at  the  stock  yards  in  place  of  an  ex¬ 
pense  bill,  to  facilitate  the  collection  of  charges.  It  also  shows, 
in  addition  to  the  ordinary  items  on  the  way-bill,  reference  to  any 
special  way-bills  that  have  been  made  for  feeding  live  stock  in 
transit,  &c.,  as  per  paragraphs  268  to  275,  inclusive. 

48.  Report  of  Weights  of  Iron  Ore. 

49.  This  form  is  for  use  at  Escanaba  Dock  for  reporting  to  the 
freight  auditor,  furnishing  statement  to  the  mine  owner  and  mak¬ 
ing  a  record  at  the  dock  of  the  weight  of  all  shipments  of  iron  ore 
received. 

50.  A  separate  book  must  be  used  for  each  mice  from  which 
shipments  are  received  and  the  report,  statement  and  record  for 
each  mine  numbered  consecutively,  beginning  on  the  first  day  of 
each  month  with  number  one. 

51.  The  weights  shown  on  the  report  to  the  freight  auditor 
must  be  carefully  footed  and  the  total  in  pounds  entered  at  the 
foot  of  the  report,  after  which  it  must  be  detached  and  forwarded 
to  the  freight  auditor  by  first  train  mail. 

52.  Way-Billing  Freight. 

53.  In  issuing  way-bills  agents  must  be  governed  by  the  fol¬ 
lowing  rules,  which  have,  as  far  as  practicable,  been  arranged  in 
the  order  in  which  the  blank  spaces  to  be  filled  out  by  them  appear 
on  the  form.  These  rules  must  receive  the  most  diligent  study,  and 
agents  must  familiarize  themselves  with  all  the  details  given  in 
them. 

54.  Way-Bill  Numbers. 

55.  Each  month’s  way-bills  must  be  numbered  in  accordance 
with  the  following  instructions,  care  being  taken  neither  to  omit 
nor  duplicate  numbers. 

56.  A  series  of  numbers,  beginning  with  number  one  on  the 
first  of  each  month,  must  be  used  for  way-bills  to  local  stations  on 
the  lines  of  these  companies. 
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57.  In  numbering  way-bills  the  term  “  local  stations  ”  includes 
all  stations  on  the  C.  A  N.-W.  By.,  F.,  E.  A  M.  Y.  B.  B.  and  S.  C.  A 
P.  B.  B. 

58.  A  separate  series  of  numbers  must  be  used  for  way-bills  to 
each  foreign  railroad  to  which  freight  is  way-billed,  beginning 
with  number  one  for  each  road  on  the  first  of  each  month  and 
continuing  the  numbers  in  each  series  consecutively  until  the 
end  of  the  month.  The  way-bill  numbers  for  each  series  must  be 
prefixed  by  the  letters  shown  in  the  following  list  to  designate  the 
railroads  on  which  the  station  to  which  the  freight  is  way-billed 
is  located. 

59.  In  case  agents  should  be  authorized  to  way-bill  freight  to 
stations  on  railroads  not  included  in  the  accompanying  list  the 
freight  auditor  must  be  requested  to  supply  a  prefix  letter. 

60.  The  numbers  of  way-bills  made  to  stations  on  the  follow¬ 
ing  railroads  should  be  prefixed  by  the  letters  shown  opposite 
each. 

A.  T.  Atchison,  Topeka  A  Santa  Fe  B.  B. 

B.  Burlington,  Cedar  Bapids  A  Northern  B’y, 

X.  Burlington  A  Missouri  Biver  B.  B.  in  Neb. 

Q.  W.  Burlington  A  North-Western  B.  B. 

Q.  B.  Burlington  A  Western  B.  B. 

C.  I.  Iowa  Central  B’y. 

A.  Chicago  A  Alton  B.  B. 

Q,  C.  Chicago,  Burlington  A  Kansas  City  R.  B. 

Q.  N.  Chicago,  Burlington  &  Northern  B.  B. 

Q.  Chicago,  Burlington  &  Quincy  B.  B. 

E.  Chicago  &  Eastern  Illinois  B.  B. 

Q.  A.  Chicago  &  Iowa  B.  B. 

Z.  Chicago,  Iowa  &  Dakota  B’y. 

C.  Chicago,  Milwaukee  &  St.  Paul  B’y. 

B.  Chicago,  Bock  Island  A  Pacific  B’y. 

S.  F.  Chicago,  Santa  Fe  A  California  B’y. 

P.  Chicago,  St.  Louis  A  Pittsburgh  B.  B. 

M.  N.  Chicago,  St.  Paul  &  Kansas  City  B’y. 

6.  Chicago,  St.  Paul,  Minneapolis  A  Omaha  B’y. 

P.  H.  Cincinnati,  Indianapolis,  St.  Louis  A  Chicago  B’y. 

D.N.  Des  Moines  A  North-Western  B’y. 

V.  Denver  A  Bio  Grande  B.  B. 

D.  Y.  Denver  A  Bio  Grande  Western  B’y. 

D.  M.  Des  Moines  &  Kansas  City  B.  B. 

D.  I.  Duluth  A  Iron  Bange  B’y. 

B.  W.  Duluth,  Bed  Wing  A  Southern  B.  B. 

D.  Duluth,  South  Shore  A  Atlantic  B’y. 

J.  Elgin,  Joliet  A  Eastern  B’y. 

G.  Green  Bay,  Winona  &  St.  Paul  B.  B. 

Q.  H.  Hannibal  A  St.  Joseph  B,  B. 

I.  Illinois  Central  B.  B. 

K.  Kansas  City,  St.  Joseph.  A  Council  Bluffs  R.  B. 

L.  Louisville,  New  Albany  A  Chicago  B’y. 

M.  C.  Mason  City  A  Ft.  Dodge  B.  B. 
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M.  Milwaukee,  Lake  Shore  &  Western  R’y. 

M.  S.  Minneapolis,  St.  Paul  &  Sault  Ste.  Marie  R’y. 

Y.  Minneapolis  &  St.  Louis  R’y. 

M.  K.  Missouri,  Kansas  &  Texas  R’y. 

T.  Missouri  Pacific  R’y. 

N.  T.  Niobrara  Transportation  Co. 

N.  Northern  Pacific  R.  R. 

O.  R.  Oregon  R’y  &  Navigation  Co. 

S.  S.  Sault  Ste.  Marie  &  South-Western  R’y. 

S.  Southern  Pacific  Co. 

S.  J.  St.  Joseph  &  Grand  Island  R.  R. 

S.  L.  St.  Louis,  Des  Moines  &  Northern  R.  R. 

Q.  K.  St.  Louis,  Keokuk  &  North-Western  R’y. 

IT.  Union  Pacific  R’y. 

U.  C.  Utah  Central  R’y. 

W.  The  Wabash  Railroad  Co. 

W.  C.  Webster  City  &  South-Western  R’y. 

H.  Wisconsin  Central  Company. 

61.  Route. 

62.  When  way-billing  to  stations  that  can  be  reached  via  more 
than  one  route,  and  when  way -billing  to  stations  on  foreign  roads, 
the  route,  i.  e.,  via  what  junctions  the  freight  is  to  be  transported, 
must  be  entered  on  both  the  inside  and  outside  of  the  way-bills. 

63.  When  way-billing  to  stations  on  foreign  roads  the  name  of 
each  foreign  road  over  which  the  freight  passes  en  route  to  way¬ 
billing  destination  must  be  given  in  the  space  provided  for  that 
purpose  on  the  way-bill,  in  addition  to  the  name  of  the  junction 
as  provided  in  the  preceding  paragraph. 

64.  If,  for  any  reason,  freight  way-billed  through  from  stations 
on  a  foreign  railroad  to  stations  on  another  foreign  railroad,  pass¬ 
ing  over  the  lines  of  these  companies  en  route,  is  changed  to  go 
via  a  route  other  than  that  shown  on  the  original  billing,  cor¬ 
rection  cards  (form  23*)  must  be  sent  at  once  to  the  auditing  officers 
of  all  roads  over  which  the  freight  will  pass  en  route  as  well  as  to 
the  auditing  officers  of  the  roads  over  wdiich  it  would  have  passed 
on  the  original  billing.  The  correction  cards  must  show  plainly 
the  route  over  which  the  freight  is  actually  transported,  and  the 
reason  for  making  the  change. 

65.  Car  Initials  and  Numbers. 

66.  Car  initials  and  car  numbers  must  be  given  in  full  on  both 
the  inside  and  outside  of  way-bills.  Agents  must  be  particular 
not  to  omit  any  initial  letter  unless  authorized  to  do  so  by  the 
proper  officials. 
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67.  Date. 

68.  The  name  of  the  month  must  be  written  on  both  the  inside 
and  outside  of  way-bills.  Numerals  should  be  used  only  for  the 
day  of  the  month  and  the  year. 

69.  Names  of  Stations. 

70.  The  name  of  the  station  and  state  from  and  to  which  the 
freight  is  way-billed  must  be  written  on  both  the  inside  and  out¬ 
side  of  the  way-bill,  abbreviating  the  name  of  the  state  only. 

71.  Consignor. 

72.  The  name  of  the  consignor  must  be  entered  in  full. 

73.  RE- WAY-BILLING. 

74.  In  re-way-billing  freight  received  from  connecting  lines, 
or  re-consigned  freight,  agents  must  sho^v  under  the  heading  of 
“  consignor,”  full  reference  to  connecting  line’s,  or  original  way - 
billing,  give  the  point  of  origin  of  the  shipment  (the  name  of  such 
point  being  written  out  in  full,  and  the  name  of  the  state  given  in 
all  cases).  If  the  shipment  is  a  car  load  and  has  been  transferred 
from  one  car  to  another  en  route,  the  initial  and  number  of  the  car 
from  which  the  shipment  was  transferred  must  abvays  be  shown. 

75.  Consignee  and  Destination. 

76.  The  name  and  address  of  the  consignee  must  be  entered 
in  full. 

77.  When  freight  is  consigned  to  “  care  of”  or  “  order  of,”  any 
person  or  company,  the  name  of  such  person  or  company  must  be 
shown  in  full. 

78.  When  freight  is  destined  to  a  point  beyond  that  to  which 
it  is  way-billed,  the  final  destination,  including  the  county  and 
state,  must  be  shown. 

79.  The  destination  or  consignee  of  property  cannot  be  changed 
without  authority  from  the  general  claim  agent.  The  action  neces¬ 
sary  for  such  a  change  is  given  in  detail  in  the  “  Rules  and  Regula¬ 
tions  for  the  Government  of  Employes  of  the  Freight  Department,” 
issued  by  the  general  freight  department. 

80.  Description  of  Articles. 

81.  The  number  and  quantity  of  articles  offered  for  shipment 
must  be  specified,  and  the  articles  described  strictly  in  accordance 
with  the  terms  of  the  classifications  covering  the  shipment.  Ab¬ 
breviations  must  not  be  used,  except  such  as  are  in  common  use 
and  may  be  readily  understood.  The  exact  commodity  must  be 
shown.  It  will  not  do  simply  to  say  “grain;”  the  kind  of  grain,  as 
“wheat,”  “corn,”  “rye,”  etc.,  must  be  specified;  nor  “live  stock,” 
but  “  cattle,”  “  horses,”  “  hogs,”  etc. 


« 


9 


82.  In  way -billing  coal  the  kind  of  coal  must  be  specified,  i.  e., 
whether  hard,  soft,  nut,  slack,  lump  or  pea  coal. 

83.  The  conditions  under  which  the  property  is  accepted  for 
shipment,  such  as  “  owners  risk,”  “  carrier’s  risk,”  “released,” 
“strapped,  corded  and  sealed,”  knocked  down  flat  and  compact,” 

set  up,”  etc.  ,  which  bear  directly  on  the  classification  of  the  prop¬ 
erty  and  which  are  factors  in  determining  the  correct  rate  appli¬ 
cable  on  the  shipment,  must  be  carefully  noted  on  the  w^ay-bill. 


84.  Marks. 


85.  Any  distinguishing  marks  shown  on  packages  must  be 
entered  on  the  way-bill  in  the  column  provided  for  that  purpose. 

86.  Weight. 


87.  Either  the  actual  or  an  estimated  weight  of  articles  must 
be  shown  in  all  cases,  whether  the  freight  is  for  company’s  use  or 
otherwise. 

88.  In  way-billing  articles  shipped  in  bulk,  agents  must  in  all 
cases  obtain  from  the  shippers  a  full  statement  or  declaration  on 
the  shipping  bill,  of  the  correct  quantity  offered  for  shipment. 

89.  The  declaration  must  show  the  quantity,  weight  or  meas¬ 
urement  in  accordance  with  the  common  or  commercial  standard 
under  which  the  freight  is  sold.  It  must  show  bushels  of  wheat, 
oats,  barley,  corn,  etc.,  cubic  feet  or  cords  of  stone,  feet  (board 
measure)  of  lumber,  etc.,  cords  of  wood,  stave  or  shingle  bolts, 
etc.,  thousands  of  lath,  shingles,  staves,  etc.  The  articles  men¬ 
tioned  are  only  examples;  the  same  rule  must  be  followed  on  all 
bulk  freight  shipped  without  being  weighed  by  the  company. 
With  the  declaration  as  to  the  quantity  of  all  forest  products,  a 
statement  must  be  made  as  to  the  condition,  viz.:  whether  green, 
partly  seasoned  or  dry. 

90.  In  receipting  for  such  shipments  agents  must  note  on  the 

receipt  as  to  quantity  “  More  or  less,”  as  to  condition  “  Said  to 
be - .” 

91.  The  following  table  of  estimates  has  been  carefully  com¬ 
piled,  and  by  its  use  a  very  close  estimate  of  the  weight  of  freight 
shipped  without  ascertaining  actual  weight  can  be  obtained. 

92.  Table  of  Estimated  Weights. 


93.  To  be  used  only  when  actual  weights  cannot  be  ascertain¬ 
ed,  and  tariffs  or  classifications  do  not  provide  estimated  weights: 


Lbs. 

Alcohol,  per  bbl .  420 

Ale,  Beer  and  Porter,  per  imperial  gallon .  10.60 

“  “  “  per  wine  “  . . .  8.85 

Lager  Beer,  per  imperial  gallon .  10.50 

“  “  per  wine  “  .  8.75 


(Weights  of  barrels  to  be  added.) 


10 


Lbs. 

Apples,  Green,  per  bushel..  . 

“  44  per  bbl . 

.  .  150 

Barrels,  Empty — Ale,  Beer  and  Porter,  per 

hhd . 

. .  125 

a  a  a  a 

u  tt 

bbl . 

75 

tt  tt  tt  tt 

tt  tt 

i  bbl . . . . 

tt  tt  tt  tt 

tt  tt 

k  bbl . 

. .  35 

44  44  Lager  Beer, 

p  r  bbl . 

85 

u  it  tt  tt 

44  \  bbl . 

52 

tt  tt  tt  a 

44  |  bbl . 

32 

u  a  tt  a 

44  J  bbl . 

20 

n  i t  tt  a 

44  1-16  bbl., 

12 

Beef,  per  bbl . 

.  340 

44  per  tierce . 

.  480 

Brick,  Common,  each . 

5 

44  Pressed,  44  . 

44 

44  Fire,  44  . 

8 

Charcoal,  per  bushel . . 

22 

Cider,  per  bbl . 

400 

Clay,  per  cubic  yard . 

. .  2,000 

Coal,  Anthracite: 

Nut,  per  cubic  foot . 

..  50 

Stove,  44  44  . 

53 

Egg,  “  44  . 

Bituminous: — 

Blossburg,  per  cubic  foot 

. .  53 

Cumberland,  “  “ 

.  "53 

Pittsburg,  44  44 

46 

Clover  Hill,  44  44 

45 

Pictou,  44  “ 

.  .  49 

Coke,  ner  bushel  _ _ _ 

40 

“  7  J.  ^  . .  . .  '  ’  '  -  »  ■ 

Fish,  Salted  or  Pickled,  per  bbl . .  . . . . 

,  .  300 

4  4  “  44  per  half  bbl . 

160 

4  4  4  4  44  per  quarter  bbl.,, 

. .  80 

tt  tt  a  per 

kit . 

40 

Malt,  per  bushel . 

38 

Gravel,  per  cubic  yard, . 

j  Coarse . 

(  Fine . 

.  2,400 
, .  3,500 

High  Wines,  per  bbl . 

. .  420 

Ice,  per  cubic  foot . 

.  57 

Lime,  per  bushel . 

80 

Lime,  per  bbl . 

, .  200 

Nails,  per  keg . 

, .  105 

Oils,  per  bbl . 

.  400 

Oil,  Petroleum,  in  bulk,  in  tank  cars,  per  imperial  gallon  . 

8 

Pitch  p?r  bbl . 

.  275 

Pork,  per  bbl . 

,.  340 

Resin,  per  bbl . 

.  400 

Salt,  per  bushel . 

60 

44  per  bbl . 

.... 

300 

3 
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Lbs. 

Sand,  per  cubic  yard . . . 3,<)00 

Stone,  Cobble  or  Rubble,  per  cord  of  128  cubic  feet . 15,000 

“  “  “  per  toise  of  216  “  feet . 22,000 

“  Granite,  dressed,  per  cubic  foot .  166 

“  Limestone,  “  “  “  170 

Marble,  “  “  “  170 

“  Sand  or  Free,  “  “  “  150 

“  Slate,  “  “  “  170 

“  Quartz,  per  cubic  foot .  166 

Tar,  per  bbl . . . . .  300 

Vinegar,  per  bbl . .  400 

Whiskey.  t(  “  . . .  450 


94.  CORDWOOD.  Green.  Dry. 

Lbs.  Lbs. 

Oak,  per  cord  of  128  cubic  ft .  6,300  5  500 

Hickory,  “  “  “  5,800  4,800 

Beecli  and  Maple,  “  “  “  5,500  4,000 

Pine  and  Hemlock,  “  “  “  5,000  4,000 

Poplar,  “  u  “  ..  .  .  5,000  4,000 

“Dry  ”  Cordwood  should  be  cut  and  piled  at  least  6  months. 

To  ascertain  contents  of  a  car  of  Cordwood: — Multiply  the 
length,  breadth,  and  height  (in  feet)  together,  and  divide  by  128. 
Thus. — Car  30  ft.  long,  3  ft.  6  in.  high,  8  ft.  wide: — 

30  ft.  x  3  ft.  6  in.  x  8  ft.  =810-^-128=6.56  cords. 


95.  STAVE  BOLTS. 


Oak, 

Ash  and  Elm, 
Maple, 

Basswood, 


green,  per  cord . 

((  a 

((  t  i 

ff  ((  j  36  inches 

(  44  inches 


Lbs. 

5,300 

4,600 

4.500 

3,250 

4,000 


96.  LUMBER  Etc. 

Green. 

Partly 

Seasoned. 

Dry. 

Lbs. 

Lbs. 

Lbs. 

White  Pine,  White  Wood,  Basswood,  per 
1,000  feet . 

3,500 

3,000 

2,700 

Butternut,  Chestnut,  Red  Pine,  Norway 
or  Yellow  Pine,  Hemlock,  Spruce,  per 
1,000  feet .  *  . 

4,000 

3,500 

3,000 

Ash,  Elm,  Maple,  Cherry,  per  1,000  feet. 

4,500 

4,000 

3,500 

Oak,  Walnut,  Hickory,  Birch,  Beech,  per 
1,000  feet .  . 

5  000 

4,500 

4  000 

Shingles  (18-inch),  per  1,000  . . 

375 

350 

325 

“  (16-inch),  per  1,000 . 

350 

325 

300 

Lath,  per  1.000 . 

600 

525 

450 

Bark,  per  cord . 

2,500 

2,300 

2,000 

Staves,  finished,  for  Oi),  Pork,  and  Beef 
Barrels,  per  1,000  . 

3,75) 

3,375 

3,000 
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Partly 

Green.  Seasoned.  Dry. 
Staves,  sawed,  unfinished,  for  Oil,  Pork,  Lbs.  Lbs.  Lbs. 

and  Beef  Barrels,  per  1  000  .  4,375  3,925  3,500 

Staves,  rough,  for  Oil,  Pork,  and  Beef 

Barrels,  per  1,000  .  5,000  4,500  4,000 

Staves,  manufactured,  for  Flour  Barrels, 

per  1,000 .  1,250  1,125  1,000 

Cedar  Posts,  or  Bolts,  for  Block  Paving, 

per  cord .  3,500  3,000  2,500 

Shingle  Bolts,  per  cord .  3,500  3,000  2,500 

Slabs — Hardwood,  per  cord .  5,000  4,000  3,000 

Slabs — Pine,  Spruce  and  Hemlock,  per 

cord .  4,000  3,000  2,400 

Telegraph  Poles,  per  cord . .  4,000  3,500  3,000 

Ties— Hemlock,  Pine,  Spruce,  Tamarac, 

each  about . • .  160  150  130 

Ties — Cedar,  Sawn  Pine,  each  about  ..  140  120  100 

Ties -Oak .  285  245  170 

Hoops,  Hoop  Poles,  Hop  Poles,  per  cord  3,500  3,250  3,000 

Above  estimates  are  for  “  Dry  Lumber,”  cut  and  piled  4 

months  or  over;  “  Part  Seasoned,”  cut  and  piled  at  least  2  months, 
and  all  under  2  months  cut  is  “  Green.” 

To  find  contents  in  inch  measure  of  a  car  of  Lumber,  multiply 
the  length  in  feet,  the  width  in  feet,  and  the  height  in  inches 
together,  the  product  will  give  the  number  of  feet,  inch  measure. 

Thus: — Car  14  ft.  long,  8  ft.  wide,  60  in.  high: — 

14x8X60  =  6,720  feet. 

Allowance  should  be  made  for  waste  space  (if  any)  between 
the  boards. 

97.  CEDAR  POSTS. 

Lbs. 

7  feet  long,  6  inches  round,  dry,  each  .  26 

7  “  “6  “  half  round,  dry,  each .  17 

The  following  quantities  of  cedar  posts,  9  feet  long,  are 
estimated  to  weigh  24,000  lbs.: 

28  foot  car . 4  ft.  9  in.  high 

30  “  “  4  ft.  6  in.  “ 

32  “  “  4  ft.  3  in.  “ 

33  “  “  .  •  . .  4  ft.  “ 

34  “  “  3  ft.  10  in. 


98.  GRAIN  IN  BULK. 

The  quantity  in  a  car  can  be  ascertained,  with  sufficient  accuracy, 
by  multiplying  the  internal  length  and  breadth  of  the  car 
together,  and  then  by  the  height  of  the  grain  Multiply  this 
product  by  1728  (number  of  inches  in  a  square  foot),  and  divide 
by  2150  (number  of  square  inches  in  a  bushel). 

Thus:— Car  27  ft,  6  in.  X  8  ft.  7J  in.  X  2  ft.  1  in.  =  494  ft.  lT*g  in. 

Multiply  by  1728,  and  -r-  2150  =  400  nearly. 
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99.  ROUND  TIMBER. 


1st.  When  all  the  sizes  are  in  feet,  multiply  the  length  by  the 
square  of  one-quarter  of  the  mean  girth,  and  the  product  will 
give  the  volume  in  cubic  feet. 

2nd.  When  the  length  is  in  feet  and  the  girth  is  in  inches,  multi¬ 
ply  as  above,  and  divide  by  144. 

3rd.  When  all  the  dimensions  are  in  inches,  multiply  as  above, 
and  divide  by  1728. 


Thus: — 50  ft.  long — girths  31.5  and  62.9  inches. 


50  X  4y=50Xll.88=  6962,  and 

50  x  31.5  +  62.9  -*-2*^  U4  =  111392 


6962 


=  48.347  ft. 


16 


16 


144 

-f- 144  =  18.347  feet. 


The  mean  girth  of  round  Timber  may  be  obtained  by  taking  the 
circumference  at  both  ends  and  in  the  center,  adding  them  to¬ 
gether,  and  divide  by  3. 

The  girth  of  Spars  should  be  arrived  at  by  taking  their  diameter  at 
.  one -third  of  their  length  from  the  abut  or  large  end. 


100.  SQUARE  TIMBER. 

1st.  When  all  the  dimensions  are  in  feet,  multiply  the  product  of 
the  breadth  by  the  depth,  by  the  length,  and  the  product  will 
give  the  volume  in  cubic  feet. 

2nd.  When  one  of  the  dimensions  is  in  inches,  and  the  other 
dimensions  are  in  feet,  multiply  as  above  and  divide  by  12. 

3rd.  When  two  of  the  dimensions  are  in  inches,  and  the  other 
dimension  in  feet,  multiply  as  above  and  divide  by  144. 

Thus:  20  ft.  long  and  15  in.  square: — 15  X  15  X  20  =  4500,  and 
4500  -7-  144  =  31.25  cubic  feet. 

The  following  are  found  to  be  average  weights  of  Round  and 
Square  Timber: — 

White  Pine . 48  lbs.  per  cubic  foot. 

Hemlock,  Spruce,  Red  Pine . 55  “  “  “ 

Ash,  Elm,  Maple,  Cherry,  Birch,  Beech . 60  “  “  “ 

Oak,  Hickory . 65  “  “  “ 

101.  The  following  weights  have  been  fixed  by  statute  in  the 
states  named  and  govern  in  buying  and  selling  unless  a  specific 
agreement  to  the  contrary  is  made. 

102.  Care  should  be  taken  in  basing  an  estimate  upon  ship¬ 
per’s  statement  to  ascertain  what  weight  he  is  selling  under. 


/ 
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Commodity. 

North  Dakota. 

South  Dakota. 

Illinois. 

• 

£ 

© 

t—l 

Michigan. 

Minnesota. 

Nebraska. 

6 

X 

O 

o 

X 

5 

Wyoming. 

Barley . 

48 

48 

48 

48 

48 

48 

48 

Beans . 

60 

60 

60 

60 

Blue  Grass  Seed . 

14 

14 

Buckwheat . 

42 

42 

40 

52 

42 

42 

42 

Castor  Beans. . 

46 

46 

Clover  Seed . 

60 

60 

60 

60 

60 

60 

60 

Dried  Apples . 

24 

24 

28 

28 

:  8 

Dried  Peaches . 

33 

33 

28 

28 

28 

Flax  Seed . 

56 

56 

56 

56 

56 

Hemp  Seed  . 

44 

44 

Corn . 

56 

56 

52 

56 

56 

56 

56 

Corn  in  Ear . 

70 

70 

70 

68 

Corn  Meal . . 

48 

Coal . 

80 

Oats . 

32 

32 

32 

35 

32 

32 

32 

Onions  . 

52 

52 

57 

57 

Peas . 

Potatoes . 

60 

60 

60 

60 

60 

“  sweet . 

46 

46 

Eve  . 

56 

56 

54 

56 

56 

56 

56 

Eye  Meal . 

Salt  . 

50 

Timothy  Seed . 

42 

42 

45 

45 

46 

Wheat . 

60 

60 

60 

60 

60 

60 

60 

Wheat  Bran . 

20 

20 

20 

20 

Turnips . 

60 

60 

Beets . 

60 

60 

103.  The  estimated  weights  thus  obtained  must  be  used  by 
agents  in  way-billing  all  bulk  car-load  freight  for  which  actual 
weights  are  not  at  hand.  Way-bills  must  not  be  allowed  to  accom¬ 
pany  cars  without  showing  either  the  actual  or  an  estimated 
weight  based  on  the  known  facts  as  to  the  contents  of  the  car. 

104.  If  agents  are  unable  to  obtain  the  actual  weight  of  car¬ 
load  freight  and  use  an  estimated  weight  based  on  the  contents  of 
the  car  as  shown  by  the  shipping  bill,  they  must  enter  in  the  space 
provided  on  the  inside  and  outside  of  the  way-bill  the  name  of 
the  first  station  which  the  freight  will  pass  en  route  at  which  the 
company  has  track  scales  and  at  which  the  freight  is  to  be  weighed. 

105.  Track  scales  are  located  at  the  following  stations: 


106.  Galena  Division— C.  A  N.-W.  R’y. 


East  Chicago. 

Park  Station. 
Western  Avenue. 
South  Branch.  (2) 
Wood  Street.  (2) 
West  Chicago.  (2) 
Turner.  • 

West  Chicago  Shops. 


Batavia. 

De  Kalb. 

Sterling. 

Fulton. 

East  Elgin. 

Rockford. 

Aurora. 


107.  Iowa  Division  — C.  &  N.-W.  R’y. 


Clinton. 

Cedar  Rapids. 
Muchakinock. 
What  Cheer. 
Quarry. 
Marshalltown. 


Des  Moines.  (2) 
Boone 

Grand  Junction. 
Moingona. 
Council  Bluffs. 
Missouri  Valley. 


108.  Northern  Iowa  Division  —  C.  A  N -W.  R’y. 

Elmore.  Hawarden. 

Eagle  Grove. 


109.  Wisconsin  Division — C.  A  N.-W.  R’y. 


North  Chicago  (2). 
Kenosha. 

Racine. 

Milwaukee  (3). 
Janesville. 

Fond  du  Lac. 


Oshkosh. 
Neenah. 
Appleton. 
Ft.  Howard. 
Sheboygan. 


110.  Peninsula  Division— C.  A  N.-W.  R’y. 


Oconto. 

Marinette. 

Menominee. 

Powers. 


Escanaba  (4). 
Negaunee. 
Ishpeming. 
Florence. 


111.  Madison  Division — C.  A  N.-W.  R’y. 

Beloit.  Baraboo. 

Madison.  Elroy. 

Winona  Junction  Jefferson  Junction. 

Necedah.  London. 

Galena. 


112.  W.  A  St.  P.  R.  R.  Division  —  C.  A  N.-W.  R’y. 


Winona  (2). 
Mankato. 
Rochester. 
Owatonna. 


Waseca. 

Kasota. 

Tracy. 


' 

. 
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113.  Dakota  Division — C.  &  N.-W.  By. 


Huron. 


Brookings. 


114.  Fremont,  Elkhokn  &  Missouri  Valley  B.  B. 


Lincoln. 

Oakdale. 

Douglas. 


Norfolk. 

Chadron. 


115.  Sioux  City  &  Pacific  B.  B. 


Missouri  Valley. 
Blair. 


Sioux  City. 
Fremont. 


116.  Shipments  containing  articles  of  more  than  one  class 
must  be  carefully  weighed  and  the  weight  of  each  class  shown  on 
the  way-bill.  This  is  particularly  necessary  on  mixed  shipments 
of  groceries  and  like  merchandise,  or  on  any  shipment  of  which 
the  component  articles  cover  more  than  one  class  and  on  which, 
in  consequence,  it  is  necessary  to  apply  various  rates. 

117.  The  space  provided  for  showing  weights  is  divided  into 
columns  for  units,  tens,  hundreds,  thousands  and  tens  of  thou¬ 
sands,  and  each  figure  must  be  entered  in  its  proper  column. 

118.  Weights  obtained  en  route  must  be  shown  on  the  way¬ 
bill  in  thespace  provided  forthat  purpose;  the  agent  at  the  weigh¬ 
ing  station  is  provided  with  a  stamp  showing  gross,  tare  and  met 
weight,  which  must  be  used  in  all  cases. 

119.  Weights  obtained  en  route  must  be  reported  .by  the 
agent  at  the  weighing  station  to  the  agent  at  the  forwarding  station 
and  to  the  freight  auditor  on  form  137.* 

120.  The  instructions  governing  the  use  of  form  137  are  as 
follows : 

121.  The  forms  contained  herein  are  to  be  used  at  stations 
where  track  scales  are  located,  for  the  purpose  of  furnishing  the 
forwarding  agent  with  a  statement  of  carload  freight  way-billed 
from  his  station  weighed  en  route,  the  freight  auditor  with  a  re¬ 
port  of  the  same  particulars  and  for  making  a  permanent  record  at 
the  weighing  station  of  all  cars  weighed  en  route. 

122.  Before  using  these  forms  a  carbon  sheet  should  be 

placed  (carbon  side  down)  between  the  forms  to  be  filled  out.  The 
statement  to  the  agent  should  then  written  up  with  an  automatic 
copying  pencil  or  other  device  answering  the  same  purpose.  After 
completing  the  statement  and  signing  same,  it  must  be  detached 
and  forwarded  to  the  agent  to  whom  it  is  addressed  by  first  train 
mail.  The  report  to  the  freight  auditor  must  be  detached  and  ^for¬ 
warded  to  him  at  .  ihfuil£ts&-u^each  day.’s  bumness.  n  ’  \  ^ 

123.  Commencing  with  number  one  each  month,  these  state¬ 
ments  must  be  numbered  consecutively,  regardless  of  the  stations 
to  which  they  are  addressed. 


♦Form  21  appendix 
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124.  Agents  at  weighing  stations  must  be  particular  to  note 
in  the  column  for  that  purpose  whether  the  tare  is  actjial,  esti¬ 
mated  or  marked.  In  giving  this  information  the  following  ab¬ 
breviations  may  be  used:  “A”  for  actual,  “E”  for  estimated  and 
“  M"  for  marked. 

125.  It  will  not  be  necessary  for  agents  at  receiving  stations 
where  there  are  track  scales  to  use  this  form  in  advising  the  freight 
auditor  and  forwarding  agent  of  the  weight  of  cars  weighed  at 
their  stations,  but  they  should  send  corrections,  using  form  23. 

126.  When  this  statement  is  received  by  the  forwarding 
agent,  he  must  immediately  correct  all  of  his  station  records  to  cor¬ 
respond  therewith,  and  issue  the  necessary  corrections  on 
form  23.* 

127.  It  is  of  the  utmost  importance  that  all  car-load  freight 
way -billed  to  be  weighed  en  route  should  be  weighed  at  the 
weighing  station  designated  by  the  forwarding  agent,  in  order  to 
protect  the  revenue  of  the  company.  Agents,  conductors  and  all 
other  employes  having  such  cars  in  their  charge,  will  be  expected 
to  exercise  the  utmost  diligence  to  see  that  no  car-load  freight 
that  should  be  weighed  en  route,  passes  the  designated  weighing 
station  without  being  properly  weighed. 

128.  When  it  is  impossible  to  weigh  cars  at  weighing  sta¬ 

tions  designated  on  the  way-bills,  by  reason  of  the  scales  being 
out  of  order,  blockade  of  yard,  etc.,  if  there  is  another  weighing 
station  between  such  station  and  the  destination  of  the  car,  a  nota¬ 
tion  must  be  made  on  the  way-bill  “Xot  weighed,"  stating  the 
reason,  and  note  plainly  both  on  inside  and  outside  of  such  way¬ 
bill,  ••To  be  weighed  at  . station,”  designating  the 

station. 

129.  Agents  at  stations  where  there  are  track  scales  must 
examine  all  way-bills  passing  through  their  hands  for  car-load 
freight,  to  see  that  the  car  has  been  properly  weighed  at  the  sta¬ 
tion  designated  by  the  forwarding  agent. 

130.  If,  for  any  reason,  cars  have  not  been  weighed  at  the 
weighing  station  designated  by  the  forwarding  agent,  itiswhe  duty 
of  the  agent  at  the  weighing  station  who  next  handles  the  way¬ 
bill  to  have  the  car  weighed. 

131.  In  no  case  must  a  car  that  is  to  be  "weighed  be  allowed 
to  pass  a  weighing  station  without  being  weighed  if  there  is  no 
other  weighing  station  between  the  designated  weighing  station 
and  the  station  to  which  the  car  is  destined. 

13  2.  Agents  forwarding  car-load  freight  to  be  weighed  en 
route  must  keep  a  record  of  the  same,  and  be  sure  that  they  get 
statements  of  the  weights  of  all  such  cars  from  agents  at  weighing 
stations. 

133.  When  statements  on  this  form  are  not  received  within 
a  reasonable  length  of  time,  forwarding  agent  must  ask  the  weigh¬ 
ing  station  designated  on  his  way-bill  for  such  statements. 


*  Form  4  npperd’x. 
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134.  When  statements  of  this  form  are  not  received  and  a  re¬ 
quest  for  same  on  the  weighing  station  desiguated  on  the  way-bill 
fails  to  bring  them  to  hand  promptly,  agent  at  the  forwarding 
station  will  immediately  notify  the  freight  auditor  of  the  facts  in 
the  case. 

135.  When  statements  on  this  form  are  received  from  any 
other  weighing  station  than  that  designated  on  the  way-bill,  the 
forwarding  agent  must  notify  the  freight  auditor  of  the  fact  forth¬ 
with. 

136.  When  a  book  is  completed  it  must  be  filed  away  in  a 
dry  and  secure  place,  to  be  preserved  indefinitely. 

137.  Returns  for  Burk  Grain  Way-Bills.* 

(Form  22.) 

138.  Returns  for  weights  of  bulk  grain  shipped  to  Chicago  or 
Milwaukee  will  be  received  by  the  forwarding  agent  from  reports 
rendered  by  the  agents  at  Chicago  and  Milwaukee  on  form  22. 

139.  Form  22  is  to  be  used  in  accordance  with  the  following 
instructions  (paragraphs  140  to  145  inclusive): 

140.  The  forms  contained  herein  must  be  used  for  rendering 
returns  to  forwarding  agents  and  reports  to  the  freight  auditor  for 
all  bulk  grain  way-bills  received,  upon  which  transportation 
charges  are  to  be  computed,  based  upon  elevator,  board  of  trade 
or  other  authorized  weights  obtained  at  the  receiving  station. 

141.  Upon  receipt  of  authorized  weights  the  receiving  agent 
will  at  once  cause  the  forms  contained  herein  to  be  filled  up  and 
sent  forward  by  first  train  mail  to  the  persons  for  whom  they  are 
intended. 

142.  Before  using,  carbon  sheets  should  be  placed  (with  the 
carbon  side  down)  between  the  forms  to  be  filled  out.  The  in¬ 
formation  should  then  be  written  on  the  return  addressed  to  the 
agent,  using  an  automatic  copying  pencil  or  other  device  answer¬ 
ing  the  same  put  pose.  In  this  manner  the  filling  up  of  the  three 
forms  will  be  coincident. 

143.  The  forwarding  agent  on  receipt  of  the  report  and  before 
entering  the  returns  on  his  station  records,  must  carefully  examine 
and  revise  the  rates  and  extensions. 

144  All  errors  must  be  corrected  on  the  face  of  the  form  and 
the  receiving  agent  and  freight  auditor  notified  immediately, 
using  form  23 f  for  the  purpose. 

145.  These  reports  must  be  preserved  by  the  forwarding  agent 
for  reference. 

1  46.  The  forwarding  agent  must  enter  the  marked  capacity  of 
cars  loaded  with  car-load  freight  in  the  space  provided  for  that 
purpose  on  the  face  of  the  way-bill.  His  failure  to  do  so  will  not, 
however,  relieve  the  receiving  agent  from  responsibility  for  the 
collection  of  charges  on  the  proper  weight. 
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147.  Rates. 

148.  In  applying  rates  agents  must  carefully  observe  the  rules 
governing  tlie  classification  of  freight  as  published  in  the  various 
classifications  in  force,  and  if  the  articles  are  not  classified,  or  are 
not  clearly  analogous  to  ariicles  which  are  classified,  they  must 
ask  for  a  special  ruling  fiom  the  general  freight  department  in 
advance. 

149.  When  articles  are  shipped  under  false  names  in  order  to 
deceive  the  carrier,  charges  must  be  collected  according  to  the 
proper  classification.  In  case  of  loss  or  damage,  however,  the  car¬ 
rier  is  responsible  only  for  the  value  of  the  articles  as  they  are 
called  or  shipped. 

150.  In  arriving  at  the  rates  to  be  used  on  articles  agents  must 

be  governed  by  the  tariffs  issued  by  the  general  freight  depart¬ 
ment  from  time  to  time.  * 

151.  These  tariffs  and  rate  sheets  either  bear  a  number  given 
by  the  general  freight  department,  running  consecutively  from 
the  beginning  to  the  end  of  each  year,  or  bear  the  official  stamp  of 
that  department.  Each  tariff  number  is  prefixed  bv  the  letters 
“G.  F.D.’; 

152.  The  G.  F.  D.  number  and  date  (year)  of  the  tariff  must 
be  entered  in  the  rate  column  above  the  rate  on  every  way-bill. 

153.  If  the  rate  applies  on  the  number  of  articles  or  the  number 
of  tons,  or  is  used  in  any  other  manner  than  on  the  weight  per  hun¬ 
dred  pounds,  such  variation  must  be  plainly  indicated  above  the 
rate. 

154.  Agents  must  not  deviate  from  tariff  rates  in  any  case 
without  authority  from  the  general  freight  department. 

15  5.  The  authority  for  any  deviation  from  tariff  rates  must  be 
plainly  quoted  above  the  rate  used. 

156.  Agents  using  unauthorized  special  rates  will  bo  held  re¬ 
sponsible  for  any  loss  occasioned  thereby. 

157.  When  agents  are  in  doubt  as  to  the  rates  applicable  on 
any  shipment,  such  cases  must  be  referred  to  the  general  freight 
department  promptly. 

158.  Wrhen  using  a  rate  that  is  a  proportion  of  a  through  rate 
over  two  or  more  lines,  way- billing  agents  must  note  on  the  face 
of  the  way-bill  the  through  rate,  also  the  proportion  of  the 
through  rate  allowed  each  line. 

159.  Local  Feeight  Chakges  Unpaid. 

160.  In  the  column  headed  “Local  freight  charges  unpaid'' 
must  be  entered  the  amount  which  is  to  be  collected  by  the  re¬ 
ceiving  agent  for  transportation  charges  between  the  stations 
named  at  the  head  of  the  way-bill. 

161.  Dollars  and  cents  must  be  entered  plainly  in  the  column 
provided  for  each. 

162.  The  receiving  agent  is  held  responsible  for  the  correct¬ 
ness  of  local  unpaid  charges,  except  in  the  case  of  freight  way¬ 
billed  at  special  rates  (for  which  the  forwarding  agent  quotes  his 
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authority),  and  live-stock  way-billed  on  the  regular  live  stock  way¬ 
bills.  The  charges  in  the  latter  case  are  collected  by  the  stock 
yards  company  from  the  information  given  on  the  stub  of  the  live¬ 
stock  way-bill.  This  will  not  relieve  the  agent  at  stock  yards  from 
promptly  revising  all  billing  to  his  station,  and  using  all  necessary 
diligence  to  have  correct  amount  collected  by  stock  yards  com¬ 
pany. 

163.  The  rates  used  on  each  shipment,  as  well  as  the  extensions 
made  by  the  forwarding  agent,  must  be  carefully  revised  by  the  re¬ 
ceiving  agent,  who  will  issue  correction  card  (form  23)  for  all 
errors  discovered. 

164.  Locad  Freight  Charges  Prepaid. 

165.  In  the  column  headed  “  Local  freight  charges  prepaid” 
must  be  entered  the  amount  which  is  collected  by  the  forwarding 
agent  for  transportation  charges  between  the  stations  named  at 
the  head  of  the  way-bill. 

165A.  The  forwarding  agent  must  issue  a  receipt*  (Form 
157A.)  for  all  prepaid  charges  received,  and  must  make  a  record  of 
samef  to  be  preserved  at  the  station. 

166.  The  receiving  agent  must  revise  all  prepaid  charges 
carefully  and  if  incorrect  rates  are  used  or  any  other  errors  are 
found,  must  collect  the  difference  as  unpaid  charges,  issuing  cor¬ 
rection  card  (form  23)  at  once,  thus  notifying  the  forwarding  agent 
and  the  freight  auditor  of  existing  differences. 

167.  The  receiving  agent  is  not  authorized  to  increase  the 
amount  of  prepaid  charges  without  authority  from  the  forwarding 
agent  to  do  so.  The  freight  auditor  must  be  promptly  notified  by 
the  forwarding  agent  when  he  gives  such  authority. 

168.  Freight  Eeceived  for  Shipment  to  Stations  at  which 

THERE  ARE  No  AGENTS. 

169.  When  freight  is  received  for  shipment  to  a  station  at 
which  there  is  no  agent,  the  charges  thereon  must  be  prepaid. 
Agents  must  note  on  the  receipt  given  for  the  property  that  the 
same  is  received  subject  to  the  condition  that  the  company  is  not 
to  be  held  responsible  for  it  after  it  is  unloaded  at  destination. 

170.  Freight  so  received  must  be  way-billed  to  the  station  to 
which  it  is  destined  at  rates  current  to  that  station. 

171.  The  way-bill  for  such  freight  must  be  delivered  to  the 
agent  at  the  first  regular  station  beyond  the  point  to  which  the 
freight  is  destined,  who  will  report  same  as  provided  in  rule  175. 

172.  Freight  Received  for  Shipment  at  Prepaid  Stations 

or  Sidings. 

173.  When  property  is  offered  to  conductors  for  transportation 
at  a  station  or  siding  at  which  there  is  no  agent,  it  must  be  accom- 
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panied  by  full  shipping  directions  in  writing,  and  the  property 
must  be  properly  marked.  The  conductor  will  fill  out  form  960, 
sending  the  rej^ort*  to  the  freight  auditor  and  hand  the  shipping  di¬ 
rections!  to  the  first  freight  agent  beyond  the  station  at  which  the 
freight  is  received.  The  latter  must  immediately  make  a  way-bill 
for  the  freight  reading  from  the  station  at  which  the  freight  was 
received  to  the  station  to  which  the  freight  is  destined,  using  the 
rates  current  from  the  station  at  which  the  freight  was  loaded. 
Such  way-bills  should  be  numbered  in  a  separate  local  way-bill 
number  series  for  the  station  at  which  freight  is  loaded. 

174.  When  property  is  shipped  at  a  prepaid  station  and  its  des¬ 
tination  is  the  first  station  where  there  is  an  agent,  the  agent  who 
receives  the  property  will  weigh  the  same,  collect  charges  at  the 
rates  current  from  the  prepaid  station  to  his  station,  and  forthwith 
advise  the  agent  at  the  first  way-billing  station  beyond  the  pre-  • 
paid  station  where  the  freight  was  received  for  shipment,  who  will 
make  a  way-bill  reading  from  the  station  at  which  the  freight  was 
loaded  to  the  station  receiving  the  freight. 

Example:  On  property  shipped  at  Ralston,  la.,  destined  to  Glidden, 
la.,  the  agent  at  Glidden  weighs  the  freight  and  collects 
the  charges,  and  sends  to  the  agent  at  Scranton,  la.,  a 
shipping  bill  showing  details  of  names,  weight,  rate  and 
charges,  to  enable  the  latter  agent  to  make  a  way-bill 
in  accordance  with  the  foregoing  instructions. 

175.  Agents  making  or  receiving  way-bills  of  this  kind  must 
render  to  the  freight  auditor  at  the  end  of  each  month  abstracts 
and  summaries  separate  from  and  independent  of  their  reports  for 
way-bills  to  and  from  stations  having  agents.  A  separate  set  of  ab¬ 
stracts  and  summary  being  made  for  each  prepa;d  station  with 
which  business  has  been  transacted. 

176.  Miscellaneous  Charges  Unpaid. 

177.  In  the  column  headed  “  Miscellaneous  charges  unpaid” 
must  be  entered  amounts  to  be  collected  by  the  receiving  agent  for 
charges  incurred  while  the  freight  is  in  the  company’s  possession, 
other  than  for  transportation  between  the  stations  shown  at  the 
head  of  the  way-bill. 

178.  Such  charges  maybe  incurred  for  switching,  loading  un¬ 
loading,  icing,  stopping  en  route,  wharfage,  storage,  car  rental, 
etc.,  etc. 

179.  Miscellaneous  charges  may  be  incurred  after  the  way-bill 
has  left  the  forwarding  station,  and  may  be  entered  on  the  way-bill 
by  the  conductor  in  charge  of  the  train  on  which  the  freight  is  car¬ 
ried,  or  by  any  other  employe  of  the  company  having  the  way-bill 
in  charge  within  whose  knowledge  the  extra  service  performed 
may  come,  or  by  the  receiving  agent. 
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180.  The  exact  nature  of  the  service  for  which  miscellaneous 
charges  are  made  and  the  name  of  the  station  at  which  they  are 
incurred,  must  be  shown  opposite  the  amount  on  the  way-bill; 
also  on  monthly  abstracts,  forms  25,  25  A,  25  D  and  25  E. 

181.  The  receiving  agent  must  notify  the  forwarding  agent 
and  the  freight  auditor  of  miscellaneous  charges  added  to  the 
way-bill  after  it  has  left  the  forwarding  station,  using  form  23  * 

182.  Miscellaneous  Charges  Prepaid. 

183.  In  the  column  headed  “  Miscellaneous  charges  prepaid  ” 
must  be  entered  amounts  collected  by  the  forwarding  agent  for 
charges  other  than  for  transportation.  These  charges  may  be  in¬ 
curred  for  switching,  etc.,  (see  paragraph  178),  the  exact  nature 
of  which  must  be  shown  opposite  the  amount  on  the  way  bill. 

184.  Advanced  Charges. 

185.  In  the  column  headed  Advanced  charges”  must.be 
entered  amounts  paid  out  by  agents  for  legitimate  transportation 
charges  accruing  on  freight  between  the  point  of  origin  and  desti¬ 
nation;  also  charges  for  extra  service  at  intermediate  stations, 
incidental  to  the  transportation  of  freight  when  the  service  is  not 
performed  by  the  company,  such  as  for  feeding  and  caring  for 
live  stock,  icing  refrigerator  cars,  or  unloading  and  reloading  cars. 
Amounts  due  to  stable  or  palace  horse  car  companies  for  the  use 
of  their  cars  must  also  be  way-billed  as  advanced  charges  when 
the  forwarding  agent  is  unable  to  collect  this  charge  from  the 
shipper. 

186.  It  should  be  understood  that  no  portion  of  the  invoice 
value  of  property  will  be  paid  out  by  agents  as  advanced  charges. 
Charges  due  upon  freight  ordered  returned  or  forwarded  by  the 
general  claim  agent,  must  be  way-billed  as  advance  charges. 

187.  If  a  consignee  wishes  to  return  or  re- ship  freight  it  must 
be  treated  exactly  as  if  it  were  a  new  shipment,  a  shipping  bill 
being  furnished  for  it,  the  same  as  if  it  had  not  been  handled  by 
the  company  before.  Agents  will  not  be  allowed  to  pay  the  ship¬ 
pers  of  such  freight,  as  advanced  charges,  the  freight  charges 
collected  on  the  original  shipment,  without  authority  from  the 
general  freight  department. 

188.  Advanced  charges  on  material  received  from  other  lines 
for  the  C  A  N.-W.  By.  Co.,  Sioux  City  A  Pacific  B.  B.  Co.  or  F.,  E.  A 
M.  V.  B.  B.  Co.  will  not  be  way- billed  forward  from  the  junction  at 
which  the  freight  was  received,  but  at  the  end  of  the  month  a 
statement  of  the  advanced  charges  thus  paid,  together  with  the 
original  and  duplicate  receipts  therefor  will  be  forwarded  by 
the  junction  agent  to  the  purchasing  agent.  This  rule  is  nec¬ 
essary  to  prevent  the  payment  of  freight  on  goods  that  should 
be  delivered  free,  or  payment  at  a  different  rate  from  that  deducted 
by  the  shipper  from  the  invoices  rendered  by  him. 
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189.  An  exception  to  tlie  above  rule  is  made  in  the  case  of 
material  way  billed  to  West  Chicago  Shops;  the  advanced  charges 
on  such  material  must  be  duly  entered  on  the  way-bill. 

190.  Amounts  due  for  repairs  or  charges  of  any  kind  on  new 
equipment  belonging  to  other  companies  in  transit,  will  if  neces¬ 
sary  be  paid  by  the  station  agent.  In  such  cases  he  will  reimburse 
himself  by  adding  the  same  to  the  way-bill  as  advanced  charges 
when  the  equipment  goes  forward. 

191.  When  charges  are  advanced  on  goods  received  for  ship¬ 
ment  a  receipt  must  always  be  taken  on  form  92*  by  the  agent 
making  such  advances,  whi  *h  must  be  signed  by  the  party  to 
whom  me  money  is  paid. 

192.  Advances  should  not  be  made  on  perishable  property  or  on 
property  that  cannot,  if  necessary,  be  sold  for  the  amount  of 
charges  and  advances,  unless  a  proper  and  sufficient  guaranteef  is 
given  by  the  shipper  or  connecting  hue  in  due  form. 

193.  Corrections  on  advanced  charges  must  be  avoided  if  pos¬ 
sible  and  must  not  be  made  by  the  receiving  agent  except  on 
orders  from  the  forwarding  agent  or  the  freight  auditor. 

194.  If  the  forwarding  agent  finds  it  necessary  to  make  correc¬ 
tions  on  advanced  charges  after  the  way- bill s*have  left  his  hands, 
he  must  promptly  request  the  receiving  agent  to  make  correction, 
at  the  same  time  sending  the  freight  auditor  a  copy  of  such 
request. 

195.  If  on  receipt  of  the  request  the  receiving  agent  is  unable 
to  comply  with  it,  the  forwarding  agent  and  freight  auditor  should 
be  immediately  notified  by  telegraph. 

196.  Foreign  Charges  Prepaid. 

197.  In  the  column  headed Foreign  charges  prepaid”  must 
be  entered  amounts  received  by  the  forwarding  agent  to  prepay 
charges  on  shipments  over  connecting  lines  beyond  the  point  to 
which  the  freight  is  way-billed;  also  any  amounts  received  to  pay 
the  charges  on  shipments  which  have  been  previously  way-billed 
out  and  closed  in  account  as  unpaid. 

198  The  purpose  for  which  the  amount  has  been  paid  must  be 
clearly  specified  on  the  face  of  the  way-bill  opposite  the  consign¬ 
ment  for  which  the  amount  is  paid,  and  when  an  amount  is  prepaid 
on  a  shipment  which  has  been  way-billed  and  closed  in  account  as 
unpaid,  full  reference  must  be  given  on  the  way  bill  to  the  original 
billing. 

199.  Amounts  collected  by  forwarding  agents  in  excess  of  the 
amount  required  to  prepay  freight  charges,  must  not  be  entered  in 
the  column  for  foreign  charges  prepaid  to  be  refunded,  unless  the 
forwarding  agent  knows  that  the  over-collection  actually  belongs 
to  the  consignee.  Refunds  of  this  kind  must  be  made  only  on  pre¬ 
sentation  of  the  original  receipt  for  freight  charges  prepaid. 
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200.  In  cases  where  shipments  go  beyond  the  terminus  of  the 
line,  any  excess  may  be  used  to  prepay  charges  over  the  connect¬ 
ing  line  as  far  as  the  amount  will  permit. 

201.  Copies  of  Way- Bills. 

202.  The  instructions  issued  by  the  freight  auditor  in  refer¬ 
ence  to  the  number  of  tissue  copies  of  way-bills  to  be  furnished  by 
agents  must  be  carefully  observed. 

203.  Agents  must  send  to  the  freight  auditor’s  office  as  many 
impressions  of  each  way-bill  as  there  are  differ*  nt  roads  over 
which  the  freight  passes  en  route  from  the  forwarding  station  to 
the  receiving  station. 

204.  It  will  not  be  necessary  to  furnish  extra  tissue  copies 
for  busiuess  wTay-billed  between  points  on  the  0.  A  N.-W.  By., 
S.  C.  &  P.  B.  B.  and  F.,  E.  &  M.  Y.  B.  B.  passing  over  no  other 
line  than  those  named  en  route.  It  will  not  be  necessary  to  furnish 
extra  impressions  for  the  C.,  St.  P.,  M.  &  0.  when  freight  is  Avay- 
billed  between  stations  on  the  C.  &  N.-W.  By.  over  the  C.,  St.  P., 
M.  &  O.  By.  betAveen  Kasota  and  Elmore  or  between  Elroy  and 
Necedah  Junction. 

205.  Way-bills  destined  to  stations  on  different  roads  should 
not  be  copied  on  the  same  tissue  sheet,  nor  should  way-bills 
destined  to  stations  on  the  C.  &  N.-W.  By.,  F.,  E.  &  M.  Y.  B.  B.  or 
S.  C.  &  P.  B.  Et.  be  copied  on  the  same  tissue  sheet  as  Avay-bills 
to  stations  on  other  roads. 

206.  Way-bills,  wdien  completed,  must  be  copif  d  in  the  tissue 
books  furnished  for  that  purpose.  Such  extra  copies  as  are  re¬ 
quired  are  made  by  placing  on  the  sheet  of  the  impression  book, 
wdiieli  is  to  be  used  for  the  copy  for  the  station  record,  as  many 
extra  tissue  sheets  as  there  are  extra  copies  required. 

207.  Letter  press  copies  must  be  made  from  the  way-bills  in 
the  manner  described  above,  so  that  in  case  any  question  arises  in 
the  adjustment  of  accounts  as  to  the  accuracy  of  the  copy,  the  fact 
that  it  is  made  from  the  original  Avill  at  once  remove  any  doubt  as 
to  the  facts  contained  in  the  original  Avay-bill. 

208.  Copies  of  way-bills  must  be  forAvarded  to  the  freight  audi¬ 
tor  by  the  first  train  after  the  Avay-bills  are  made. 

209.  Agents  must  be  particular  to  see  that  all  the  letter  press 
copies  are  legible  in  every  respect,  and,  at  stations  where  the 
name  of  the  station  is  printed  on  the  way-bill,  agents  must  ex¬ 
amine  every  tissue  copy  sent  out.  If  the  name  of  the  station  is 
not  perfectly  legible  it  must  be  written  or  stamped  on  the  tissue 
before  sending  1'orAvard. 

210.  The  tissue  sheets  furnished  for  taking  impressions  of 
Avay-bills  must  not  be  cut. 

211.  Agents  must  in  no  case  furnish  officials  or  employes  of 
other  roads,  bureaus  or  associations,  copies  of  w  ay-bills  unless  in¬ 
structed  to  do  so  by  the  proper  official.  The  foregoing  is  not  in¬ 
tended  to  prohibit  forwarding  agents  from  furnishing  receiving 
agents  Avifh  copies  of  original  way-bills  that  have  been  lo-t. 


212.  The  foregoing  rules  are  not  intended  to  abrogate  special 
instructions  given  to  individual  agents  in  regard  to  the  distribu¬ 
tion  of  copies  from  their  stations. 

213.  Correction  Cards.* 

214.  In  issuing  correction  cards  (form  23),  one  cojDy  must  be 
sent  to  the  other  agent  interested  by  first  train  mail. 

215.  The  agent  receiving  the  same  will,  if  he  finds  the  correc¬ 
tion  in  order,  cause  his  books  and  accounts  to  be  altered  in 
accordance  therewith,  after  which  he  will  sign  it,  giving  the  date 
of  acceptance,  insert  tlie  address  of  the  freight  auditor  on  the 
opposite  side  of  the  card,  and  forward  it  to  that  officer  without 
delay.  After  examination  and  acceptance  in  the  freight  auditor’s 
office  the  card  will  be  returned  to  the  agent  who  issued  it. 

216.  The  other  copy  of  the  correction  card  must  be  forwarded 
to  the  freight  auditor  by  first  train.  After  examination  and 
acceptance  it  will  be  stamped  and  forwarded  to  the  other  agent 
interested.  The  latter,  after  making  the  necessary  alterations  on 
his  books,  will  change  the  address  and  return  the  card  to  the  agent, 
who  made  it. 

217.  For  convenience  and  for  the  purpose  of  economizing 
lime,  correction  cards  are  printed  in  such  a  manner  that  a  carbon 
sheet  can  be  used  and  the  card  intended  for  the  freight  auditor 
and  that  for  the  agent  can  be  made  at  one  writing.  The  freight 
auditor’s  address  is  printed  on  the  card  intended  for  him,  so  that  as 
little  time  is  taken  up  in  filling  out  and  issuing  both  cards  as  is 
possible  for  the  proper  use  of  the  form. 

218.  Freight  Record .f 

219.  Immediately  upon  receipt  of  way-bills  for  freight,  the 
receiving  agent  must  carefully  examine  same  to  see  that  they  have 
been  made  in  accordance  with  the  published  rules,  tariffs  and  clas¬ 
sifications.  He  must  also  examine  all  extensions  and  footings. 
Should  any  error  be  found  correction  cards  (form  23)  must  be  is¬ 
sued  in  accordance  with  instructions  (Rules  213  to  217). 

220.  All  changes  made  on  the  original  way-bills  must  be  made 
in  red  ink,  and  notation  made  stating  when  correction  cards  were 
issued.  The  way-bills  must  then  be  entered  in  the  freight  rec¬ 
ord  form  30. 

221. -  The  instructions  governing  the  use  of  form  30  are  as 
follows  :  Rules  222  to  254  inclusive. 

222.  The  receipt  to  be  delivered  by  the  agent  to  consignee, 
when  there  are  charges  of  any  kind,  is  known  as  an  “  expense 
bill 

223.  The  leaf  retained  in  the  book  (which  the  consignee  re¬ 
ceipts)  will  be  known  as  the  “  record  and  receipt  for  freight.” 
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224.  It  will  be  noticed  that  the  record  of ' freight  received  is 
placed  exactly  under  the  expense  bill.  The  purpose  had  in  view  in 
bringing  the  blanks  together  in  this  way  is  to  make  the  filling  up 
of  one  answer  for  both.  Consequently  the  expense  bill  should  not 
be  detached  until  the  matter  to  be  contained  therein  has  been 
written  in.  Before  using,  a  carbon  sheet  (with  the  carbon  side 
down)  should  be  placed  underneath  the  expense  bill.  The  matter 
that  the  blanks  are  intended  to  contain  should  be  written  on  the 
expense  bill.  By  the  use  of  the  carbon  sheet  (or  any  other  de¬ 
vice  answering  the  same  purpose)  an  exactly  similar  impression 
will  be  taken  on  the  record  of  freight  received.  Thus  the  amount 
of  labor  that  would  otherwise  be  required  in  writing  up  these 
separately  is  reduced  one-half.  The  value  of  the  record  is  also 
greatly  enhanced  because  of  the  fact  that  both  are  exactly  alike 
in  every  case  ;  a  thing  impossible  under  ordinary  circumstances, 
yet  of  the  greatest  importance. 

225.  Carbon  sheets  and  automatic  pencils,  or  other  device 
answering  the  same  purpose,  should  be  ordered  in  advance,  as  re¬ 
quired.  The  carbon  sheets  should  be  renewed  as  often  as  necessary 
to  secure  good  legible  copies. 

226.  The  expense  bill  and  record  of  freight  received  may  be 
written  up  separately,  if,  through  wrant  of  carbon  sheets  or  other 
cause,  it  should  be  necessary  or  should  be  deemed  advisable. 

227.  In  writing  up  this  book  the  most  effective  instrument 
should  be  used,  w'hether  it  be  pen,  pencil,  or  other  instrument. 

228.  The  record  of  freight  received  is  intended  to  contain  an 
accurate  copy  of  each  and  every  w^ay-bill,  with  all  notations  there¬ 
on,  of  freight  received  at  a  station  for  delivery.  The  importance 
of  this  record  cannot  be  overestimated.  It  must,  therefore,  be 
written  up  wTith  the  utmost  care,  and  every  means  taken  to  secure 
its  reliability* and  safety. 

229.  An  expense  bill  must  be  delivered  in  the  case  of  “  Dead¬ 
head freight  the  same  as  in  other  cases.  This  applies  also  to  the 
company’s  material ;  way-bills  for  such  material  must  be  copied 
herein,  and  an  expense  bill  delivered  as  in  other  cases.  At  a  sta¬ 
tion  w'here  a  large  number  of  consignments  of  dead- head  freight 
are  received  each  month,  a  separate  book  may  be  used  for  such 
freight. 

230.  The  expense  bill  must  be  detached  when  filled  up.  Its 
delivery  must  be  coincident  with  the  payment  of  the  charges. 
Agents  and  others  in  the  service  of  the  company  are  prohibited 
from  collecting  money,  in  any  case,  without  giving  a  receipt 
therefor  at  the  time  the  transaction  occurs  This  receipt  is  a  pro¬ 
tection  to  the  company,  the  employe  and  the  payee.  The  receipt 
required  to  be  given  by  receiving  agents  for  charges  on  freight 
received  is  the  form  contained  herein.  No  other  form  is  valid  or 
binding  upon  the  company. 

231.  In  the  event  a  duplicate  receipt*  is  required  for  such 
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charges,  and  the  agent  has  no  regular  blank  forms  on  hand,  it 
must  be  written  out  at  length  in  ink  and  must  be  marked 
“  duplicate.”  blank  duplicate  receipts  (form  146A)  will  be 
furnished  by  the  stationer  for  use  as  needed. 

232.  In  no  case  must  a  blank  be  detached  from  this  book  for 
the  purpose  of  making  a  duplicate,  as  an  important  purpose  in¬ 
tended  in  making  the  number  of  the  expense  bill  correspond  with 
the  number  of  the  item  (or  consignment)  of  the  record  of  freight 
received,  is  to  secure  their  simultaneous  use,  also  to  prevent  the 
use  of  an  expense  bill  without  a  corresponding  entry  being  made 
on  the  record  of  freight  received  or  vice  versa. 

233.  Each  employe  to  whom  a  book  is  sent  is  duly  charged 
therewith,  and  with  the  number  of  expense  bills  that  it  contains. 
Their  preservation  and  proper  use  is,  therefore,  of  the  utmost  im¬ 
portance  to  him.  Each  expense  bill,  it  will  be  noticed,  is  num¬ 
bered  and  corresponds  with  the  number  of  the  consignment  on 
the  record  of  freight  received  in  connection  with  which  it  is  to  be 
used.  Reference  to  this  number,  consequently,  will  always  indi¬ 
cate  the  consignment  on  the  record  of  freight  received;  the  latter 
can,  therefore,  be  turned  to  instantly  when  it  is  desired  to  take  the 
receipt  of  the  consignee,  or  to  refer  to  the  record  for  any  reason. 
An  expense  bill  must  be  delivered  to  the  consignee  vdien  charges 
are  prepaid  the  same  as  in  other  cases. 

234.  In  the  event  an  expense  bill  should  become  unfit  for  use, 
it  must  be  cancelled  and  left  in  the  book  (or  pasted  therein)  and 
the  corresponding  blank  of  the  record  of  freight  received  also 
cancelled. 

235.  No  form  or  style  or  manner  of  expense  bill  whatsoever, 
except  those  bound  in  this  book,  must  be  used. 

236.  When  a  book  has  been  completed,  the  date  of  its  use 
(from  and  to)  must  be  pasted  on  the  back  underneath  the  number. 
The  book  must  then  be  filed  away  in  a  dry  and  secure  place.  It 
is  required  to  be  preserved  during  the  time  within  which  claims 
may  legally  arise. 

237.  The  number  of  the- record  book  of  freight  received,  also 
the  number  of  the  consignment  must  be  entered  on  the  way-bill 
opposite  the  name  of  the  consignee  (thus  “B.  40.  C.  80.”)  so  that 
the  expense  bill  or  number  of  the  consignment  on  the  record  of 
freight  received  may  be  referred  to  instantly  if  subsequent  cor¬ 
rection  of  the  way  bill  or  other  cause  renders  such  reference  nec¬ 
essary;  these  numbers  must  also  be  entered  on  the  cashbook,  but 
the  letters  indicating  ‘  book”  and  “  consignment ”  need  not  be 
used,  the  entry  reading  thus:  “  40-80.”  After  posting  a  consignment 
on  the  cash  book,  the  folio  of  the  cash  book  must  be  noted  on  the 
record  of  freight  received  where  the  consignment  is  entered. 

238.  Upon  the  receipt  of  a  way-bill  it  will  be  entered  in  due 
sequence  on  an  expense  bill  (and  per  consequence  on  the  record 
of  freight  received),  in  the  order  in  which  consignments  occur,  a 
blank  being  taken  for  each  consignment.  But  where  there  are 
several  consignments  for  the  same  person  on  a  way-bill,  only  one 
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blank  need  be  used,  provided  one  is  sufficient  to  accommodate  the 
business;  if  there  are  two  or  more  consignors,  the  name  of  the  con¬ 
signors  for  the  first  shipment  that  appears  upon  the  way-bill  will 
be  entered  in  the  place  provided;  the  name  of  the  second  will  be 
entered  over  the  articles  thus:  44  James  S.  Kirk  &  Co.,”  and  so  on 
in  the  order  they  appear. 

<239.  It  will  sometimes  be  necessary  to  use  two  or  more  forms 
in  order  to  enter  all  the  articles  contained  in  a  single  consign¬ 
ment.  When  this  is  the  case  the  number  of  expense  bills  {'lion Id 
be  written  in  at  the  top  so  that  the  number  may  always  be  known 
afterwards.  The  space  provided  for  entering  articles  is  sufficient 
for  all  ordinary  purposes,  and  will  be  found  adequate  even  in  ex¬ 
traordinary  cases  by  minimizing  the  writing,  interlining,  etc. 

240.  In  order  to  prove  the  accuracy  of  the  duplex  freight  rec¬ 
ord  and  the  correctness  of  the  footings  of  each  way-bill  as  the 
work  j:>rogresses,  the  aggregate  amount  of  the  way  bill  may  be 
noted  in  pencil  on  the  record  of  freight  received  after  the  last  con¬ 
signment.  If  the  footings  of  the  various  consignments  agree  with 
total  of  the  way-bill,  the  accuracy  of  both  is  demonstrated.  When 
it  is  impossible  to  prove  the  correctness  of  the  accounts  in  this 
way  (i.  e.,  when  the  consignments  of  a  way-bill  are  entered  in  two 
or  more  books),  the  expense  bill  must  be  compared  a  second  time 
with  the  way-bill  before  being  detached. 

241.  As  a  rule  all  collections  for  freight  should  be  posted  on 
the  cash  book  directly  from  the  expense  bill  at  the  time  the  money 
is  received.  But  in  the  event  business  is  so  pressing  as  to  render 
this  embarrassing,  or  when  it  wid  greatly  impede  the  delivery  of 
freight,  it  will  be  sufficient  for  the  moment,  to  enter  the  number 
of  the  book  and  consignment  on  the  cash  book.  This  will  greatly 
facilitate  the  rapid  discharge  of  business  and  i«i  rendered  feasible 
and  safe  because  of  the  fact  that  the  record  of  freight  received  is 
a  fac-simile  of  the  expense  bill,  both  having  been  written  simul¬ 
taneously.  If  this  were  not  so  the  practice  would  not  be  permis¬ 
sible.  The  instant  there  is  any  relaxation,  the  work  of  writing  up 
the  cash  book  must,  however,  be  proceeded  with,  and  in  every  case 
the  cash  book  must  be  written  up  in  full  before  the  close  of  the 
day. 

242.  The  footings  of  each  page  of  the  freight  record  must  be 
entered  in  the  place  provided  at  the  bottom.  Afterwards  these 
footings  must  be  entered  in  the  44  Recapitulation  ”  bound  in  the 
back  part  of  the  book.  The  44  Becapitulation  ”  pages  are  perforated 
and  mav  be  detached  if  more  convenient  for  use.  If  detached, 
they  should  afterwards  be  put  back  in  the  book  for  preservation. 
Should  the  footings  for  any  particular  Account  Current  close  in  the 
middle  of  the  44  Recapitulation,”  the  total  footings  should  be  inter¬ 
lined  in  red  ink  at  that  place.  The  footings  entered  on  the  44  Re¬ 
capitulation”  should  agree  with  the  returns  made  to  headquarters  ; 
if  they  do  not,  the  difference  should  be  located  and  adjusted.  This 
is  the  purpose  of  the  44 Recapitulation.” 

243.  At  competitive  and  other  points  it  is  necessary,  in  many 
cases,  to  prevent  consignees  ascertaining  from  the  company’s 


books  wliat  others  are  receiving.  Where  this  is  the  case  a  record 
book  having  but  one  blank  or  item  on  a  page  may  be  used.  These 
books  will  also  be  found  very  convenient  when  it  is  necessary  to 
go  outside  the  office  to  take  the  receipts  of  consignees.  The  use 
of  these  single  entry  books  prevents  a  consignee  from  looking 
over  the  consignments  of  others.  # 

244.  Wherever  it  is  the  practice  to  go  to  the  office  of  the  con¬ 
signee  to  take  his  receipt  for  freight  (as  is  sometimes  done),  a 
separate  record  book  may  be  used  therefor.  The  practice,  it  may 
be  remarked,  of  going  to  the  consignee  to  take  his  receipt  is  high¬ 
ly  objectionable  ;  indeed,  is  fraught  with  danger  to  the  company 
and  risk  to  all  concerned.  Whenever,  therefore,  through  the  con¬ 
nivance  of  competing  lines,  or  other  extraneous  influences,  it  is 
practiced,  an  effort  should  be  made  to  correct  the  abuse  by 
requiring  consignees  to  come  to  the  office  and  receipt  for  their 
freight  the  same  as  others  ;  not  to  do  so  is,  presumably,  to  dis¬ 
criminate  in  their  favor.  In  this  connection  it  may  be  remarked 
further,  that  whenever  freight  is  delivered  to  draymen  or  others, 
at  the  company’s  warehouses  or  in  its  yards,  receipts  should  be 
exacted  at  the  time  of  the  party  to  whom  the  delivery  is  made ;  it 
is  only  when  property  is  delivered  by  the  company  directly  at  the 
storehouse  of  the  consignee,  that  it  can  ever  be  necessary  to  go  to 
his  office  for  a  receipt ;  receipts  must  be  taken  in  all  cases  in  ad¬ 
vance  of  delivery  or  coincident  with  it. 

245.  Care  must  be  taken  in  each  instance  to  see  that  receipts 
for  freight  are  signed  by  the  consignee  personally,  or  by  some  one 
duly  authorized  by  him  ;  in  the  latter  event  a  record  of  the  author¬ 
ity  must  be  on  file  in  the  agent’s  office,  for  future  reference  or  use. 
In  the  event  the  consignee  or  person  claiming  to  act  for  him  is 
unknown  to  the  agent  he  must  in  every  case  be  properly  identified 
before  delivery  of  property. 

246.  It  is  important  that  the  receipt  taken  for  property  deliv¬ 
ered  by  the  company  should  be  as  full  in  its  specifications  as  that 
given  to  the  consignor.  Neglect  of  this  rule  may  at  any  moment 
occasion  both  misunderstanding  and  loss.  Each  article  should 
not  only  be  named  in  the  receipt,  but  its  condition,  if  in  bad 
order,  or  in  any  way  damaged,  carefully  specified,  so  that  no  mis¬ 
understanding  may  arise  afterwards  as  to  its  condition  at  the  time 
of  delivery. 

247  The  receipt  of  the  consignee  should  be  written  in  ink  or 
indelible  pencil,  as  must  the  receipt  of  the  agent.  Stamp  signa¬ 
tures  must  not,  in  such  cases,  be  used.  The  company’s  receipt 
must  be  signed  by  the  agent,  cashier  or  other  authorized  person 
at  the  moment  the  money  is  collected  ;  it  ought  then  to  be 
stamped  with  the  station  stamp,  in  which  should  be  specified  the 
date,  name  of  station  and  company. 

248.  The  rules  of  the  company  as  to  the  time  within  which 
property  should  be  removed  and  the  manner  thereof  must  be  en¬ 
forced. 

249.  Charges  must  be  paid  on  delivery,  except  in  cases  espe¬ 
cially  prescribed  by  the  proper  officer.  When  freight  is  carted 


■ 

■ 


•  ' 


30 


away  in  installments,  the  total  amount  of  charges  must  be  paid 
before  any  part  is  delivered. 

250.  Numerals  must  not  be  used  to  indicate  months. 

251.  It  is  desirable  that  all  way-bills  included  in  an  Account 
Current  (i.  e.,  Balance  Sheet)  should  be  entered  together  in  the 
record  of  freight  received,  following  each  other  in  the  order  of 
business.  If  only  one  record  book  is  kept  at  a  station,  this  will 
(where  the  balance  sheet  is  made  to  include  all  way-bills  dated 
within  the  period  for  which  it  is  made)  necessitate  leaving  suffi¬ 
cient  blanks  to  accommodate  the  bills  yet  to  arrive,  before  enter¬ 
ing  bills  belonging  in  a  succeeding  account  current.  This  i,s  an 
awkward  disposition  of  the  matter  at  best,  as  it  is  impossible  to  tell 
exactly  how  much  space  to  leave.  An  easy  and  practicable  solu¬ 
tion  of  the  trouble  will  be  to  use  different  books  for  alternate 
accounts  current  Thus,  if  returns  or  reports  are  made  monthly 
(and  are  made  to  include  all  bills  dated  within  the  month) ,  all  bills 
belonging  to  such  month  will  be  entered  in  one  book  or  series  of 
books;  when  bills  for  the  succeeding  month  commence  to  arrive, 
they  will  be  entered  in  another  book  or  series  of  books  The 
books  will  in  this  way  alternate  with  each  other,  and  way-bills 
belonging  within  particular  periods  will  be  entered  together  with¬ 
out  any  break  or  lapse  in  the  books.  If  necessary,  therefore, 
agents  should  supply  themselves  with  two  or  more  books  to  be 
used  alternately  in  the  manner  described. 

252.  As  many  freight  records  may  be  used  simultaneously  at 
a  station  as  the  exigencies  of  business  or  convenience  and  economy 
require. 

253.  For  disposition  of  claims  for  losses,  damages,  errors, 
omissions,  or  other  causes,  direction  will  be  given  on  the  expense 
bill. 

254.  Should  it  be  found  impossible  to  balance  the  fre:ght  rec¬ 
ord  with  the  abstracts  of  freight  received  before  the  time  to  send 
the  abstracts  to  the  freight  auditor,  the  agent  must  send  his  ab¬ 
stracts  forward  without  delay;  he  must  then  check  the  tissue  copy 
of  abstracts  with  the  freight  record  and  if  any  error  is  discovered 
in  the  abstracts  the  freight  auditor  must  be  notified  of  same  by 
first  train  mail. 

255.  Miscellaneous  Charges  Not  Way- Billed. 

256.  In  addition  to  the  items  “  Miscellaneous  charges  unpaid  ” 
and  “  Miscellaneous  charges  prepaid  ”  shown  on  the  way-bill, 
agents  will  at  times  have  occasion  to  collect  charges  for  miscel¬ 
laneous  services  that  cannot  be  shown  on  way-bills.  Such  charges 
must  be  reported  to  the  freight  auditor  on  form  93*  at  the  close  of 
the  month  in  which  the  service  was  performed,  unless  otherwise 
provided  for. 

257.  The  rules  governing  the  use  of  form  93  are  as  follows: 
(paragraphs  258  to  267). 
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258.  Red  ink  must  not  be  used  on  this  report  for  any  purpose. 

259.  The  report  must  be  made  up  in  copying  ink,  and  a  letter 
press  copy  taken  in  the  station  abstract  book  (form  143). 

260.  It  must  contain  details,  as  per  the  headings  of  the  various 
columns,  of  all  miscellaneous  collections  made  by  agents  not  regu¬ 
larly  way-billed,  such  as  demurrage,  loading,  unloading,  transfer¬ 
ring  cars,  dockage,  ferriage,  storage,  switching,  yardage, 
cooperage,  icing  refrigerator  cars,  feeding  and  caring  for  live¬ 
stock.  etc.,  etc. 

261.  In  all  cases  wliere  a  charge  for  special  service  is  collected 
on  a  shipment  that  has  been  regularly  way-billed,  reference  to  the 
original  wav-billing  must  be  given. 

262.  The  collections  made  for  each  kind  of  service  rendered 
must  be  itemized  and  entered  together  under  the  proper  heading. 
The  various  items  must  then  be  footed  and  the  total  amount 
collected  for  each  kind  of  service  shown. 

263.  The  particulars  of  each  transaction  for  which  a  charge  is 
made  must  be  entered  in  the  column  headed  “  Kind  of  service 
rendered.”  Thus,  if  the  charge  is  for  switching,  the  name  of  the 
yard,  warehouse  or  side-track  to  or  from  which  the  cars  are  moved 
must  be  given,  in  addition  to  showing  that  the  charge  was  made 
for  switching. 

284.  The  totals  of  each  account  must  be  recapitulated  beneath 
the  last  entry  made  on  this  report,  and  the  grand  total  must  agree 
with  item  23  on  the  monthly  balance  sheet. 

265.  When  completed  this  report  must  be  signed  by  the  agent 
personally,  enclosed  with  the  monthly  summary  of  local  way-bills 
(form  26*)  and  forwarded  to  the  freight  auditor  so  as  to  reach  his 
office  on  the  morning  of  the  seventh  day  of  the  month  succeeding 
that  for  which  it  is  made. 

266.  It  is  not  necessary  to  send  a  copy  of  this  report  to  the 
freight  auditor  unless  miscellaneous  service  has  actually  been  per¬ 
formed  which  should  be  reported  on  it. 

267.  A  receipt f  (form  158)  must  be  issued  at  time  of  collection 
for  all  money  collected  account  of  miscellaneous  charges  and  a 
record:):  must  be  kept  at  the  f-tation  of  all  such  collections. 

268.  Earnings  From  Miscellaneous  Soi^rces. 

269.  The  following  rules  and  regulations  must  be  observed  by 
agents  and  others  in  accounting  for  charges  made  for  extra  ser¬ 
vice  (such  as  for  feeding  and  caring  for  live-stock,  icing  refriger¬ 
ator  cars,  or  for  unloading  and  reloading  cars),  at  intermediate 
stations  while  freight  is  en  route  over  the  lines  of  these  com¬ 
panies. 

270.  When  the  extra  service  is  not  performed  by  the  company, 
and  is  payable  by  the  consignee  at  the  intermediate  station,  the 
agent  will  advance  the  amount  of  the  charge  for  extra  service  to 
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the  person  to  whom  it  should  be  paid,  taking  a  receipt  on  the 
advanced  charge  book  (form  92)*  and  take  credit  for  the  amount 
paid  out  in  the  “  advanced  charges  ”  column  of  the  cash  book. 

271.  In  order  to  obtain  credit  for  disbursements  of  this  char¬ 
acter  the  agent  must  make  a  way-bill  reading  from  his  station  to  the 
station  to  which  the  freight  is  way  billed,  entering  thereon  as  ad- . 
vance d  charges  the  amount  paid  for  the  extra  service. 

272.  This  way-bill  must  be  securely  fastened  to  the  original 
way-bill  made  for  the  transportation  of  the  freight,  and  must  con¬ 
tain  full  particulars  as  to  the  nature  of  the  extra  service,  the  name 
of  the  person  paid  therefor  and  complete  reference  to  the  original 
wTay-billing  of  the  freight  on  account  of  w’hich  the  extra  service 
has  been  performed. 

273.  In  order  to  enable  the  receiving  agent  to  collect  the  cor¬ 
rect  amount  of  charges  from  consignees  at  destination,  the  follow¬ 
ing  notation  must  be  made  across  the  face  of  both  way-bills: 

For  balance  of  charges  to  be  collected  see . ” 

“AY ay-bill  So . dated . 18.. 

274.  When  a  charge  for  extra  service  is  made  on  shipments  of 
live-stock  way-billed  on  the  regular  live-stock  way-bills,  which 
have  a  stub  attached  for  the  information  of  the  stock  yards  com¬ 
pany,  the  amount  of  the  charge  for  the  extra  service  must  be 
entered  on  the  stub  by  the  agent  at  the  station  wdiere  the  extra 
service  is  performed,  to  enable  the  stock  yards  company,  in  col¬ 
lecting  the  charges  from  the  consignees,  to  collect  the  correct 
amount. 

275.  If  the  wTay-bill  made  for  the  extra  service  becomes  de¬ 
tached  from  the  original  way-bill  and  lost,  the  agent  at  destina¬ 
tion  will  ascertain  by  wire  from  the  agent  where  the  extra  service 
was  performed,  the  amount  paid  by  him  for  such  service. 

276.  When  the  extra  service  is  performed  by  the  company  and 
is  to  be  collected  from  the  consignee  at  destination,  the  amount 
charged  therefor  must  be  entered  on  the  original  w’ay-bill  by  the 
agent  at  the  station  wThere  the  extra  service  is  performed,  in  the 
miscellaneous  unpaid  column,  noting  across  the  face  of  the  way-bill 
the  nature  of  the  extra  service  performed. 

277.  The  above  rule  does  not  apply  on  charges  for  feeding  or 
caring  for  live-stock  at  stations  at  wdiich  the  company  owns  and 
operates  stock  yards. 

278.  The  rules  governing  such  charges  are  treated  of  in  para¬ 
graphs  284  to  287. 

279.  The  agent  at  the  station  wTiere  such  service  is  performed 
will  forthwith  issue  correction  cards,  giving  full  particulars  as  to 
the  nature  of  the  extra  service  performed  and  the  amount  of 
charges  therefor,  sending  one  to  the  freight  auditor  and  one  to 
the  agent  making  the  oiiginal  way-bill. 

280.  Upon  receipt  of  the  correction  card  the  forwarding  agent 
will  at  once  correct  the  station  records  and  sign  and  send  the 
correction  card  to  the  freight  auditor  by  first  passenger  train. 
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281.  When  the  extra  service  is  performed  by  the  company  and 
the  charges  are  paid  at  the  intermediate  station,  the  agent  will  enter 
the  amount  thus  collected  on  his  cash  book  in  the  “  miscellaneous*’ 
column,  and  forthwith  remit  the  money  to  the  bank  with  the 
other  collections. 

282.  At  the  end  of  the  month  he  will  report  all  such  collections 
to  the  freight  auditor  on  form  93,*  giving  complete  reference  to  the 
original  way-billing  of  the  freight  on  account  of  which  the  service 
is  performed  in  each  instance. 

283.  When  the  charge  for  extra  service  is  collected  at  the  in¬ 
termediate  station,  the  agent  making  the  collection  will  note 
across  the  face  of  the  original  way  bill: 

“I  have  collected  $ . for . ” 

(specifying  the  character  of  the  service  performed.) 

“  This  amount  will  be  reported  by  me  to  the  freight  auditor 
on  form  93  at  the  end  of  the  month.” 

284.  When  a  charge  for  extra  service  is  made  at  stock  yards 
owned  and  operated  by  the  company,  a  separate  way-bill  must 
be  made  reading  from  the  station  where  the  charge  accrues  to  the 
station  to  which  the  stock  is  way-billed,  showing  in  detail  for 
what  the  charge  is  made.  This  wny-bill  must  be  attached  to  and 
accompany  the  original  way-bill  to  destination. 

285.  When  the  amount  is  to  be  collected  at  destination  it  must 
be  entered  on  this  way-bill  in  the  “  miscellaneous  unpaid”  column; 
if  it  is  to  be  collected  at  the  station  at  which  the  charge  is  in¬ 
curred  the  amount  must  be  entered  in  the  “  miscellaneous  pre¬ 
paid”  column. 

283.  In  making  a  way-bill  of  this  kind  agents  must  give  full 
reference  to  the  original  way-bill  for  the  stock,  and  must  also  note 
on  the  original  way-bill:  “For  balance  of  charges  see  way-bill  No. 

. . from . dated . 18 . 

287.  When  stock  is  way-billed  on  a  regular  live-stock  way-bill 
the  amount  of  additional  charges  to  be  collected  must  be  shown  on 
the  stub  to  enable  the  stock  yards  con^any  to  collect  the  correct 
amount. 


288.  Switching  Charges. 

289.  Special  forms  (No.  167)  are  provided  for  use  in  connection 
with  switching.  The  rules  governing  the  use  of  the^e  forms  are 
as  follows:  (Rules  290  to  309  inclusive.) 

290.  The  four  blanks  contained  in  the  accompanying  record 
are  intended  to  be  filled  up  at  one  writing.  In  order  to  do  this, 
carbon  sheets  should  be  placed  (with  the  carbon  side  down)  be¬ 
tween  the  different  blanks.  If  this  is  done  the  filling  up  of  the 
order  will  serve  also  to  fill  up  the  other  forms.  The  blanks  con¬ 
tained  herein  may  be  written  up  separately,  however,  if  through 
wrant  of  carbon  sheets  or  from  other  cause  it  should  be  necessary 
or  be  deemed  advisable. 
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291.  In  writing  these  orders  the  most  effective  instrument 
should  be  used,  whether  it  be  pen,  pencil  or  other  instrument. 
The  automatic  (indelible)  pencil  should  be  used- in  the  absence  of 
instructions  to  the  contrary. 

292.  “  Order  for  Switching.”*  It  wull  be  understood  that  no 
switching  will  be  done  for  any  individual,  firm  or  corporation, tfor 
which  pay  is  exacted,  without  a  written  order  given  therefor.  The 
form  of  the  order  to  be  used  is  contained  herein.  After  an  order 
has  been  executed  it  will  be  signed  by  the  yardmaster  and  forth¬ 
with  forwarded  to  the  freight  auditor. 

293.  A  separate  order  must  be  given  for  each  car  switched,  or  if 
more  than  one  car  is  switched  on  the  same  account,  at  the  same 
time,  the  order  may  cover  all  cars  thus  switched,  the  details  being 
specified  in  each  instance. 

294.  As  the  official  giving  the  order  will  not  always  know  the 
numbers  of  the  cars  to  be  switched,  a  column  is  provided  for  in¬ 
serting  the  total  number  and  kinds  of  cars  called  for  by  the  order. 

295.  When  the  numbers  of  the  cars  to  be  switched  are  not  en¬ 
tered  in  the  order  when  made,  they  will  be  inserted  afterwards 
by  the  yardmaster.  In  the  same  way,  any  other  information  im¬ 
possible  to  be  given  when  an  order  is  written,  will  be  supplied  by 
the  yardmaster  afterwards  and  before  sending  the  blank  to  the 
freight  auditor. 

296.  When  cars  are  switched  to  or  from  connecting  lines  and 
the  charges  therefor  are  payable  through  the  general  office, 
orders  on  this  form  must  be  issued  in  every  instance  ;  the  amount 
to  be  paid  for  such  service  must  be  specified  and  notation  made 
across  the  face  of  the  order  stating  that  the  charges  are  payable 
through  the  general  office.  At  the  end  of  the  month  statements 
showing  the  amounts  due  to  or  from  connecting  lines  on  account 
of  switching  charges  must  be  sent  to  the  proper  official  in  order  to- 
enable  him  to  make  bill  or  voucher,  as  the  case  may  be. 

297.  In  the  event  an  order  is  spoiled  or  becomes  unfit  for  use,, 
it  as  well  as  the  corresponding  switching  way-bill,  receipt  and  the 
page  of  the  record  must  be  marked  void,  and  the  order,  switching 
way-bill  and  receipt  returned  to  the  freight  auditor. 

298.  “Switching  Way-bill.”  f  This  form  of  way-bill  must  be 
issued  and  delivered  together  with  the  “  Order  for  switching”  to 
the  yardmaster  or  other  person  authorized  to  perform  the  service,, 
for  all  cars  to  be  switched  to  connecting  lines,  where  a  charge  is 
made  for  such  service. 

299.  The  way-bill  must  accompany  and  be  delivered  with  the 
car  to  the  agent  or  yardmaster  of  connecting  line. 

300.  It  must  be  dated  and  signed  by  the  person  authorized  to 
perform  the  service,  at  the  time  of  delivery. 

Note.  This  form  is  for  use  only  at  junction  stations  where  cars 
are  switched  to  connecting  lines.  Books  containing  but  three 
forms,  i.e.,  Order  for  Switching,  Beceipt  for  Switching  Charges 
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Collected,  and  Record  of  Switching  Performed,  are  provided  for 
use  at  all  other  stations. 

301.  ‘‘Receipt  for  Switching  Charges  Collected.”*  It  is  intend¬ 
ed  that  a  receipt  of  the  form  contained  herein  shall  be  given  the 
payor  for  each  switching  charge  collected  on  account  of  service 
cohered  by  this  record,  and  agents  will  require  that  such  rule  shall 
be  rigidly  enforced  in  every  instance.  Nor  shall  any  other  form 
of  receipt  than  that  contained  herein  be  used  for  this  purpose  ; 
and  no  one  shall  collect  such  switching  charges  without  giving  a 
receipt  on  this  form,  signed  by  the  agent  or  his  authorized  repre¬ 
sentative. 

302.  The  receipt  must  be  dated  and  signed  before  being  de¬ 
tached  from  the  book,  and  agent  must  see  that  there  is  a  carbon 
sheet  properly  placed  between  the  receipt  and  the  record,  before 
signing  the  former,  so  that  the  record  will  show  a  fac-simile  of  the 
date  and  signature  affixed  to  the  receipt. 

303.  In  the  event  it  is  necessary  to  give  a  duplicate  receipt,  it 
must  be  written  out  at  length  in  ink  and  must  be  marked  “  dupli¬ 
cate.”  Duplicate  receipts  of  a  special  form  should  be  supplied  for 
use  by  the  stationer  when  necessary.  In  no  case  must  a  blank  be 
detached  from  this  book  for  the  purpose  of  making  a  duplicate, 
as  an  important  purpose  intended  in  making  the  number  of  the 
receipt  correspond  with  the  number  of  the  order,  way-bill  and 
record  is  to  secure  the  simultaneous  use  of  the  four  forms,  and  to 
prevent  the  giving  of  an  order,  way-bill,  or  receipt,  without  a 
corresponding  entry  being  made  on  the  record,  or  vice  versa. 

304  Each  agent  to  whom  a  book  is  sent  is  duly  charged  there¬ 
with  and  the  number  of  receipts  it  contains.  Their  preservation 
and  proper  use  is  therefore  of  the  utmost  importance. 

305.  In  the  event  an  order  for  switching  is  issued  and  no 
charge  is  collected  therefor,  an  explanation  must  be  written  across 
the  face  of  the  receipt  (and  across  the  face  of  the  record  as  well) , 
stating  why  the  money  was  not  collected;  the  receipt  must  then 
be  transmitted  to  the  freight  auditor,  otherwise  the  amount  will 
be  charged  the  agent  by  him. 

306.  “Record  of  Switching  Performed”!  The  “Record  of 
Switching  Charges”  is  intended  to  afford  an  accurate  history  of 
switching  performed  and  money  collected  in  connection  therewith 
at  each  station.  It  is  susceptible  of  careful  analysis,  and  is 
especially  valuable  as  a  record  and  for  the  assistance  it  will  afford 
agents  in  keeping  themselves  advised  of  the  switching  business  of 
their  stations,  and  for  the  data  it  will  afford  them  for  writing  up 
their  accounts,  making  up  statements  showing  amount  due  to  or 
from  connecting  lines,  and  balancing  their  cash. 

307.  All  collections  must  be  entered  forthwith  on  the  cash  book, 
the  number  of  the  receipt  being  stated  in  each  case.  The  folio  of 
the  cash  book  must  also  be  noted  on  the  record  book  where  the 
transaction  is  recorded. 
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308.  When  a  hook  has  been  completed  it  must  be  tiled  away  in 
a  dry  and  secure  place.  It  is  required  to  be  preserved  indefinitely. 

9.  As  many  of  these  books  may  be  used  simultaneously  at  a 
station  as  the  exigencies  of  the  service  require. 

310.  Milk  Shipments. 

311.  Agents  are  required  to  furnish  all  parties  shipping  milk 
from  their  stations  by  passenger  or  milk  trains  with  milk  tickets 
which  will  be  sold  at  the  rates  given  in  tariffs  or  special  instruc¬ 
tions  issued  by  the  general  freight  department. 

312.  All  inquiries  regarding  rates  to  be  used  in  selling  milk 
tickets  must  be  addressed  to  the  general  freight  department,  and 
all  requests  from  shippers  desiring  to  forward  milk  by  passenger 
train,  when  tariffs  are  not  provided  must  be  referred  to  that  de¬ 
partment. 

313.  Agents  will  be  supplied  with  milk  tickets  by  the  general 
ticket  department  on  requisition.  Seasonable  notice  must  always 
be  given  when  tickets  are  required.  The  receipts  for  milk  tickets 
furnished  by  the  general  ticket  department,  after  having  been 
signed,  must  be  returned  to  the  freight  auditor. 

314.  Tickets  when  received  must  be  examined  carefully  to  see 
that  they  are  in  numerical  order,  that  all  tickets  covered  by  the  in¬ 
voice  are  received,  and  that  there  are  no  duplicate  or  missing 
numbers.  In  case  any  irregularities  are  discovered  the  matter 
must  be  reported  immediately  to  the  general  ticket  agent. 

315.  The  tickets  call  for  the  full  capacity  of  the  cans,  and  no 
reduction  in  price  will  be  allowed  when  the  cans  are  only  partially 
filled. 

316.  Milk  tickets  will  be  sold  only  in  quantities  of  ten  or 
some  multiple  of  ten. 

31?.  They  must  be  sold  in  numerical  order,  and  the  name  of 
the  station  at  which  they  are  sold  and  the  date  of  sale  must  be 
plainly  stamped  on  the  back  of  each  ticket  at  least  one-half  inch 
from  the  eyelet  hole;  the  impression  of  the  stamp  must  never  be 
made  on  the  end  of  the  ticket  in  which  the  eyelet  hole  is  placed. 
Especial  care  must  be  taken  to  see  that  the  stamp  is  perfectly 
distinct  and  legible  on  every  ticket  sold,  and  that  the  date  indi¬ 
cated  by  it  agrees  with  that  on  which  the  ticket  is  sold. 

318.  Agents  will  require  all  shippers  of  milk  to  attach  a  ticket 

to  each  can  before  placing  the  same Upon  the  depot  platform  or  in 
the  milk  car.  -  . 

319.  Agents  and  conductors  are  required  to  see  that  -the 
capacity  of  the  can  is  not  greater  than  is  represented  by  the 
ticket  attached. 

320.  Conductors  must  not  receive  a  can  of  milk  into  their  train 

unless  a. ticket. is.  attached  tjieretjq^ _  ...  _  _ 

321.  Conductors  will  mutilate  milk  tickets  by  tearing  or  cut¬ 
ting  off  the  entire  end  of  the  ticket  along  the  dotted  line  at  the 
end  in  which  the  eyelet  hole  is  placed.  It  is  not  sufficient  merely 
to  tear  out  the  eyelet  hole. 
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322.  At  the  end  of  each  trip,  conductors  must  forward  the  milk 
tickets  collected  by  them  to  the  freight  auditor  securely  enclosed 
in  the  envelopes  provided  for  that  purpose  (form  035  or  036),  mak¬ 
ing  a  separate  package  for  tickets  from  each  station,  and  noting 
on  the  back  of  the  last  ticket  in  the  package  the  number  of  tickets 
contained  therein.  The  package  from  each  station  must  be  se¬ 
cured  with  a  rubber  band,  and  the  collections  from  each  train  en¬ 
closed  in  a  separate  envelope. 

323.  Agents  must  carefully  count  the  cans  loaded  on  each  train 
and  report  the  same  to  the  freight  auditor  daily  on  form  72.* 

324.  This  daily  train  report  of  milk  shipped  must  be  sent  to 
the  freight  auditor  by  first  passenger  train  after  the  milk  has  left 
the  forwarding  station. 

325.  The  number  of  cans  reported  on  this  form  must  agree  with 
the  number  of  cans  actually  shipped. 

326.  Agents  must  keep  a  record  of  the  daily  shipments  so  that 
they  can  at  any  time  give  information  regarding  the  number  of 
cans  shipped  on  any  train  on  any  specified  date. 

327.  At  the  close  of  each  day’s  business  a  record  and  report 
for  the  freight  auditor  must  be  made  up,  showing  the  daily  sales 
of  milk  tickets,  giving  the  commencing  and  closing  numbers, 
number  of  tickets  sold  and  amount  received  therefor,  using  form 
71. f 

328.  Both  the  record  and  report  may  be  made  at  one  writing 
in  the  following  manner:  A  carbon  sheet,  carbon  side  down, 
should  be  placed  between  the  report  to  the  freight  auditor  and 
the  page  of  the  record.  The  daily  sales  should  be  entered  upon 
the  report  to  the  freight  auditor  opposite  the  numeral  indicating 
the  day  of  the  month. 

329.  At  the  end  of  the  month  the  columns  headed  “Number  of 
tickets  sold”  and  “  Amount”  must  be  footed  and  the  report  signed 
by  the  agent  personally,  after  which  it  must  be  detached  and  for¬ 
warded  to  the  freight  auditor  so  as  to  reach  his  office  on  the  first 
day  of  the  month  succeeding  that  for  which  it  is  made. 

330.  If  no  sales  have  been  made  a  blank  report  must  be  sent, 
giving  the  commencing  number  and  the  highest  number  of  each 
kind  of  tickets  on  hand  at  the  close  of  the  month’s  business. 

33 1 .  The  amount  received  each  day  from  the  sale  of  milk  tickets 
must  be  included  in  the  daily  freight  earnings  report  (form  24 
or  24A),J  with  the  earnings  on  local  freight  forwarded. 

332.  The  amount  collected  for  the  sale  of  milk  tickets  for  the 
month  must  be  included  in  the  monthly  balance  sheet  as  prepaid 
freight  (item  21). 
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333.  REPORTS  —  DAILY. 

334.  Daily  Report  of  Freight  Earnings.* 

335.  After  the  close  of  the  day’s  business  agents  must  send  to 
the  freight  auditor  a  report  (form  24  or  24  A)  showing  the  amount 
of  freight  earnings  for  the  day  at  their  stations. 

336.  This  report  must  be  forwarded  to  the  freight  auditor  by 
the  first  passenger  train  after  the  close  of  each  day’s  business. 

337.  The  value  of  the  report  is  dependent  upon  its  prompt  re¬ 
turn  to  the  freight  auditor.  The  special  envelopes  (form  07)  pro¬ 
vided  for  it  must  be  used  in  every  case  so  that  it  maybe  easily  dis¬ 
tinguished  from  other  and  less  urgent  matter. 

338.  The  report  must  show  the  aggregate  amount  of  freight 
charges  on  all  way-bills  made  to  local  stations,  any  amounts  col¬ 
lected  for  milk  shipments,  and  the  total  amount  of  freight  charges 
by  stations  on  business  received  from  and  forwarded  to  points  on 
foreign  roads,  the  forwarded  and  received  being  entered  on  the 
report  separately  and  the  stations  of  each  road  being  grouped 
together. 

339.  In  rendering  this  report,  the  S.  C.  &  P.  R.  R.,  F.,  E.  &  M. 
Y.  R.  R.  and  C.  &  N.-W.  Ry.  will  be  considered  as  foreign  to  each 
other,  except  as  follows: 

340.  AY  ay-billing  between  points  on  the  C.  &  N.-W.  Ry.  and 
Omaha  or  South  Omaha  via  Mo.  Valley  and  Blair  will  be  considered 
as  local  C.  &  N.-W.  billing. 

341.  On  way-bills  for  grain  or  other  bulk  freight  for  which 
actual  weights  and  charges  cannot  be  given,  agents  must  report 
an  estimated  amount  obtained  from  the  declaration  given  on  the 
shipping  bill  as  to  the  quantity,  weight  or  measurement  under 
which  the  freight  is  sold.  The  differences  arising  from  the  esti¬ 
mate  must  be  carried  into  subsequent  reports,  to  be  added  to  or 
deducted  from  the  amounts  of  the  subsequent  reports,  as  the  case 
may  be. 

342.  No  correction  should,  however,  be  made  in  the  reports  for 
any  month  on  account  of  errors  or  omissions  occurring  in  the  re¬ 
ports  of  the  previous  month;  all  differences  discovered  after  the 
report  for  the  last  day  of  the  month  has  been  sent  in  must  be  aban¬ 
doned  and  remain  unadjusted. 

343.  Great  care  must  be  exercised  to  avoid  errors  or  omissions. 
The  total  of  the  daily  reports  for  each  month  must  agree  with  the 
amount  of  the  monthly  report,  with  the  exception  of  differences 
that  may  be  occasioned  by  the  correction  of  estimates,  or  una¬ 
voidable  errors  or  omissions  discovered  after  the  report  for  the 
last  day  of  the  month  has  been  sent  in. 

344.  Miscellaneous  unpaid  or  prepaid  ;  charges,  advanced 

charges  or  foreign  charges  prepaid  must  in  no  case  be  inserted  in 
or  made  a  part  of  this  report.  ‘  "  ; 
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345.  The  route  over  which  freight  is  forwarded  to  or  received 
from  foreign  roads,  that  can  reach  its  destination  by  different 
junctions,  must  invariably  be  shown  opposite  the  item. 

348.  Agents  in  rendering  this  report  for  the  Jast  day  of  the 
month  are  required  to  include  therein  an  estimate  of  the  earnings 
on  freight  then  in  transit  to  their  stations  way-billed  from  stations 
on  foreign  roads. 

347.  It  is  difficult  to  make  an  estimate  of  the  amount  of  earn¬ 
ings  on  freight  in  transit,  and  of  which  the  receiving  agents  have 
no  knowledge,  but  if  in  the  absence  of  information  agents  will  base 
their  estimates  for  each  station  upon  the  amount  of  business  re¬ 
ceived  during  the  number  of  days  past  corresponding  to  the  num¬ 
ber  of  days  required  to  transport  freight  from  that  station,  the 
earnings  on  freight  in  transit  on  the  last  day  of  the  month  can  be 
closely  approximated. 

348.  When  it  is  impossible,  from  delays  to  trains  or  other 
causes,  to  forward  these  reports  as  provided  in  rule  336,  agents 
must  telegraph  the  amount  of  their  station  earnings  to  the  freight 
auditor. 

349.  Daily  Beport  of  Foreign  Way-Bills  Passing  Junction 

Stations.* 

350.  Agents  at  junction  stations,  i.  e.,  stations  at  which  busi¬ 
ness  is  interchanged  with  other  roads,  must  render  a  daily  report 
(form  162*)  showing  all  way-bills  received  from  or  delivered  to 
connecting  lines.  Stations  upon  the  C.  &  N.-W  By.,  the  S.  0.  &  P. 

B.  B  and  the  F.,  E.  &  M.  V.  B.  B.  must  be  treated  as  foreign  to  each 
other. 

351.  This  report  must  be  made  up  from  the  original  way-bills 
and  forwarded  to  the  freight  auditor  daily. 

352.  If  there  is  no  business  to  report  the  agent  must  forward  a 
blank  properly  headed  and  signed,  with  the  notation  across  its 
face  “  No  business.” 

353.  Monthly  Freight  Beports. 

354.  Local  way-bills  are  those  made  for  freight  way- billed 
between  stations  on  the  C.  &  N.-W.  By.,  F.,  E.  <fc  M.  V.  B.  B.  or  S. 

C.  &  P.  B.  B.,  providing  shipments  do  not  pass  over  an  intermedi¬ 
ate  foreign  railroad  en  route. 

355.  In  construing  the  foregoing,  the  line  from  Kasota  to 
Elmore  and  from  Necedah  Junction  to  Elroy,  will  be  considered 
C.  &  N.-W.  By.  Co.’s  track.  Way-bills  for  freight  passing  between 
Missouri  Valley  and  Omaha  or  South  Omaha  via  Blair  (under  the 
Elkhorn  lease)  from  and  to  stations  on  the  C.  &  N.-W.  By.  will 
also  be  considered  local  C.  &  N.-W.  way-bills. 
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356.  Way-bills  for  freight  passing  between  points  on  the  F.,  E. 
&  M.  V.  E.  E.  west  of  Fremont  and  points  on  the  Omaha  branch 
south  of  Arlington,  passing  over  the  S.  C.  &  P.  E.  E.  between 
Fremont  and  Arlington,  must  be  treated  as  local  F.,  E.  &  M.  V. 
way-bills. 

357.  In  reporting  miscellaneous  charges  on  monthly  abstracts, 
forms  25,  25  A,  25  D  and  25  E,  agents  must  specify  opposite  each 
item  for  what  purpose  and  at  what  point  the  service  for  which  the 
charge  was  made  was  rendered.  - 

358.  Monthly  Abstract  of  Local  Way-Bills  Forwarded.* 

359.  This  report  (form  25)  must  be  made  up  from  the  original 
letter  press  copies  of  local  way-bills  and  must  contain  details,  as 
per  the  headings  of  the  various  columns,  of  all  .such  way-bills  for 
freight  forwarded,  dated  in  the  month  for  which  it  is  made,  the 
footings  only  being  entered  opposite  the  date  of  way-bill,  way¬ 
bill  number  and  description  of  articles. 

360.  Unless  otherwise  instructed  by  the  freight  auditor,  way¬ 
bills  must  be  taken  into  account  and  reported  in  the  month  in 
which  they  are  dated. 

361.  In  reporting  way-bills  dated  in  the  month  previous  to  the 
one  for  which  the  report  is  made  (i.  e.,  way-bills  carried  forward 
under  instructions  from  the  freight  auditor),  such  entries  must  be 
the  first  ones  made  in  the  account  in  which  they  belong,  and  the 
amounts  must  be  footed  in  with  the  other  way-bills  to  the  same 
stations. 

362.  The  names  of  stations  to  which  way-bills  have  been  made 
must  be  entered  in  the  order  in  which  they  appear  in  the  monthly 
summary  of  local  way-bills  (form  26). f 

363.  Entries  must  be  made  on  this  report  daily  in  copying  ink. 
In  order  to  avoid  alterations,  an  interval  of  ten  days  should  elapse 
between  the  date  of  the  way-bill  and  the  date  of  entry,  except  that 
the  report  must  be  completed  and  forwarded  to  the  freight  auditor 
so  as  to  reach  his  office  on  the  morning  of  the  7th  day  of  the  month 
succeeding  that  for  which  it  is  made. 

364.  Eed  ink  must  not  be  used  on  this  report  for  any  purpose. 

365.  Way-bill  numbers  must  be  entered  in  full. 

366.  All  local  way-bills  forwarded  via  the  same  route  and 
junction  to  any  station  must  be  entered  together,  in  consecutive 
number  order  below  the  name  of  the  station  and  junctions, 
which  should  appear  above  each  account;  thus,  if  there  are  way¬ 
bills  to  report  to  Lake  City  via  Jewell  Junction  and  Ames,  the 
account  should  be  headed:  “Lake  City,  via  Jewell  Junction  and 
Ames.” 

367.  The  dates  and  numbers  of  all  way-bills  for  which  no  scale 
or  elevator  weights  have  been  received,  must  be  entered  in  their 
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proper  order,  leaving  the  spaces  for  the  weights  and  freight 
charges  blank. 

368.  Way-bills  for  freight  without  local  unpaid  or  prepaid 
charges  must  not  be  reported  on  this  form  unless  miscellaneous, 
advanced  or  foreign  charges  prepaid  appear  on  the  way-bills,  and 
in  such  cases  the  weights  must  not  be  entered. 

369.  A  blank  space  of  three  lines  must  be  left  below*  the 
footings  of  each  account. 

370.  Each  account  must  be  accurately  footed  and  the  footings 
carried  to  the  monthly  summary  of  local  vray-bills  (form  26).* 

371.  The  sheets  of  each  month’s  report  on  this  form  must  be 
numbered  consecutively,  commencing  wTitli  number  one  (keeping 
the  sheets  for  the  way-bills  via  each  junction  together),  and  copied 
in  the  station  abstract  book  (form  143)  in  numerical  order. 

372.  When  completed  this  report  must  be  enclosed  with  the 
monthly  summary  of  local  wTay-bills  (form  26)  and  forwarded  to 
the  freight  auditor. 

373.  Great  care  must  be  exercised  to  see  that  the  report  is  not 
blurred,  mutilated  or  soiled  in  handling  during  the  month.  If 
it  is  not  perfectly  clear  and  legible  it  will  be  returned  to  the 
agent  and  a  new*  report  must  be  made. 

374.  In  describing  less  than  car-load  shipments  of  the  different 
commodities  named  in  the  monthly  report  of  tonnage  by  commod¬ 
ities  (form  119)f  if  there  are  more  than  two  commodities  on  the 
same  way-bill  the  twro  that  w*eigli  the  most  should  be  named,  those 
not  named  being  designated  as  “  Ac.” 

375.  When  the  statement  of  errors  and  omissions  (form  1067)j: 
covering  the  month  for  which  this  report  is  made,  is  received  from 
the  freight  auditor,  the  freight  forwnrded  and  abstract  books  must 
be  corrected  to  agree  therewith. 

376.  Particular  attention  should  be  paid  to  the  footings  of 
every  account  so  that  they  can  be  relied  upon  as  being  absolutely 
correct. 

377.  Monthly  Abstract  of  Local  Way-Bills  Received.  || 

378.  This  report  (form  25  A)  must  be  made  up  from  the  origi¬ 
nal  local  v*ay-bills  and  contain  details,  as  per  the  headings  of  the 
various  columns,  of  all  such  w*ay-bills  (dated  in  the  month  for 
which  it  is  made),  received  up  to  the  time  it  is  rendered,  the  foot¬ 
ings  only  being  entered  opposite  the  date  of  way-bill,  wray-bill 
number  and  description  of  articles. 

379.  Unless  otherwise  instructed  by  the  freight  auditor,  way¬ 
bills  must  be  taken  into  account  and  reported  in  the  month  in 
which  they  are  dated,  whether  they  are  received  after  the  regular 
reports  for  the  month  have  gone  forward  or  not. 
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380.  In  reporting  way-bills  dated  in  the  month  previous  to  the 
one  for  which  this  report  is  made  (i.  e.,  way-bills  carried  forward 
under  instructions  from  the  freight  auditor)  such  entries  must  be 
the  first  ones  made  in  the  account  to  which  they  belong  and  the 
amounts  must  be  footed  in  with  the  other  way-bills  from  the  same 
station. 

381.  The  names  of  stations  from  which  way-bills  have  been 
received  must  be  entered  on  this  report  in  the  order  in  which 
they  appear  in  the  monthly  summary  of  local  way-bills  (.form  26.) 

382.  Entries  must  be  made  on  the  report  daily  in  copying  ink. 
In  order  to  avoid  alterations,  an  interval  of  ten  days  must  elapse 
between  the  date  the  way-bill  is  received  and  the  date  of  entry, 
except  that  the  report  must  be  completed  and  forwarded  to  the 
freight  auditor  so  as  to  reach  his  office  on  the  morning  of  the  7th 
day  of  the  month  succeeding  that  for  which  it  is  made. 

383.  Red  ink  must  not  be  used  on  the  report  for  any  purpose. 

384.  Way-bill  numbers  must  be  entered  in  full. 

385.  All  local  way-bills  received  via  the  same  route  and  junc¬ 
tions  from  any  station  must  be  entered  together  in  consecutive 
number  order  below  the  name  of  the  station  and  junctions, 
which  should  appear  above  each  account  ;  thus,  if  there  are  way¬ 
bills  to  report  from  Lake  City  via  Jewell  Junction  and  Ames,  the 
account  should  be  headed,  ‘‘Lake  City  via  Jewell  Junction  and 
Ames.” 

386.  The  dates  and  numbers  of  all  way-bills  for  which  no  scale 
or  elevator  weights  have  been  received,  must  be  entered  in  their- 
proper  order,  leaving  the  spaces  for  weights  and  freight  charges, 
blank. 

387.  Way-bills  for  freight  without  local  unpaid  or  prepaid 
charges  must  not  be  reported  on  this  form  unless  miscellaneous, 
advanced  or  foreign  charges  prepaid  appear  on  the  way-bills,  and; 
in  such  cases  the  weights  must  not  be  entered. 

388.  A  blank  space  of  three  lines  must  be  left  below  the  foot¬ 
ings  of  each  account. 

389.  Each  account  must  be  accurately  footed  and  the  totals 
carried  to  the  monthly  summary  of  local  way-bills  (form  26). 

390.  The  sheets  of  each  month's  report  on  this  form  must  be 
numbered  consecutively,  commencing  with  number  one  (keeping 
the  sheets  for  the  way- bills  via  each  junction  together)  and  copied 
in  the  station  abstract  book  (form  143)  in  numerical  order. 

391.  When  completed  this  report  must  be  enclosed  with  the 
monthly  summary  of  local  way-bills  (form  26)  and  forwarded  to 
the  freight  auditor. 

392.  Great  care  must  be  exercised  that  this  report  is  not 
blurred,  mutilated  or  soiled  in  handling  during  the  month.  If  it 
is  not  i)erfectly  clear  and  legible  it  will  be  returned  to  the  agent 
and  a  new  report  must  be  made. 

393.  In  describing  less  than  car-load  shipments  of  the  dif¬ 
ferent  commodities  named  in  the  monthly  report  of  tonnage  by 

ry  • 


43 


commodities  (form  119),*  if  tliere  are  more  than  two  commodities 
on  the  same  way-bill  the  two  that  weigh  the  most  must  be  named, 
those  not  named  being  designated  as  “  Ac.” 

394.  Local  way-bills  received  after  the  regular  monthly  report 
on  this  form  for  the  month  in  which  they  are  dated  has  been  sent 
to  the  freight  auditor,  must  be  entered  immediately  in  all  of  the 
station  records  and  then  forwarded  to  the  freight  auditor  by  first 
passenger  train,  accompanied  by  a  letter  requesting  that  they  be 
added  to  the  monthly  report. 

395.  When  the  statement  of  errors  and  omissions  (form  1068)f 
covering  the  month  for  which  this  report  is  made,  is  received 
from  the  freight  auditor,  the  freight  received  and  abstract  books 
must  be  corrected  to  agree  therewith. 

396.  Monthly  Summary  of  Local  Way-Bills.:): 

397.  In  writing  up  this  report  (form  «426)  carbon  sheets  and 
automatic  copying  pencils,  or  other  device  answering  the  same 
purpose  must  be  used,  so  as  to  fill  up  both  forms  at  once. 

398.  The  carbon  sheet  must  be  placed  between  the  forms, 
with  the  carbon  side  down,  and  the  figures  to  be  reported  must  be 
written  on  the  sheets  intended  for  the  freight  auditor. 

399.  The  sheets  that  constitute  the  report  for  the  freight 
auditor  are  perforated  and  must  be  detached  and  fastened  together 
with  a  paper  fastener  at  the  upper  left  hand  corner  before  sending 
them  to  the  freight  auditor. 

400.  The  pages  forming  the  record  must  be  filed  by  the  agent 
as  a  part  of  the  station  records. 

401.  The  carbon  sheets  must  be  changed  as  often  as  is  neces¬ 
sary  to  secure  good,  legible  copies  for  the  station  record. 

402.  Carbon  sheets  and  automatic  copying  pencils  or  other  de¬ 
vice  answering  the  same  purpose  must  be  oidered  in  advance,  as 
required,  from  the  stationer. 

403.  This  report  must  contain,  as  per  the  headings  of  the  var¬ 
ious  columns,  the  totals  of  each  account  as  shown  on  the  monthly 
abstracts  (forms  25  and  25  A).  The  entries  must  be  made  opposite 
the  names  of  the  stations  in  such  a  manner  as  to  indicate  the 
route  via  which  the  freight  has  been  transported.  Thus,  if  freight 
is  way-billed  between  Jefferson  Junction  and  any  station  and  routed 
via  the  Wisconsin  division,  the  account  must  appear  on  page  1;  if 
routed  via  the  Madison  division  the  account  must  appear  on  page  3. 

404.  Each  sheet  of  this  report  must  be  accurately  footed  and 
the  totals  carried  forward  to  the  spaces  provided  for  that  purpose 
at  the  bottom  of  sheet  number  8. 

405.  The  totals  of  the  monthly  summary  of  foreign  way-bills 
(form  26  S)|j  must  be  entered  in  the  spaces  provided  for  that  pur- 
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pose  at  tlie  bottom  of  sheet  number  8  of  this  report  and  the  same 
included  in  the  grand  totals  of  local  and  foreign  combined. 

406.  In  making  this  report  red  ink  must  not  be  used  for  any 
purpose. 

407.  This  report  must  be  enclosed  with  the  monthly  sum¬ 
mary  of  foreign  way-bills  (form  26  S)  and  the  monthly  abstracts 
(forms  25,  25  A  and  25  E)  and  forwarded  to  the  freight  auditor  so  as 
to  reach  his  office  not  later  than  the  morning  of  the  7th  day  of  the 
month  succeeding  that  for  which  it  is  made. 

408.  All  original  local  way-bills  received  must  be  folded  with 
the  filing  outside,  arranged  in  station  and  numerical  order,  en¬ 
closed  with  the  original  foreign  way-bills  received,  securely 
wrapped  and  forwarded  to  the  freight  auditor  on  the  same  day  as 
this  report. 

409.  The  name  of  the  station  for  which  this  report  is  made 
must  be  written  in,  both  at  the  top  and  bottom  of  each  sheet. 

410.  Agents  must  sign  this  report  personally. 

411.  If  there  are  way-bills  to  report  to  or  from  any  station  not 
printed  on  the  report,  the  name  of  the  station  must  be  written  in 
below  the  names  of  the  other  stations  on  the  same  division. 

412.  When  the  statements  of  errors  and  omissions  (forms  1067* 
and  1068)f  are  received  from  the  freight  auditor,  the  totals  of  the 
different  accounts,  and  the  grand  totals,  as  shown  in  the  record  of 
this  report,  must  be  corrected  in  red  ink  to  agree  with  the ‘totals 
as  closed  in  the  accounts  by  the  freight  auditor. 

413.  Monthly  Abstract  or  Foreign  Way-Bills  Forwarded. 

414.  This  report  (form  25D):f  must  be  made  up  from  the  original 
letterpress  copies  of  foreign  way-bills  (including  way-bills  without 
charges)  and  must  contain  details,  as  per  the  headings  of  the  vari¬ 
ous  columns,  of  all  such  way-bills  for  freight  forwarded,  dated  in 
the  month  for  which  it  is  made,  the  footings  only  being  entered 
opposite  the  date  of  way-bill,  way-bill  number  and  description  of 
articles. 

415.  Unless  otherwise  instructed  by  the  freight  auditor,  way¬ 
bills  must  be  taken  into  account  and  reported  in  the  month  in 
which  they  are  dated. 

416.  In  reporting  way-bills  dated  in  the  month  previous  to  the 
one  for  which  this  report  is  made,  (i.  e.,  way-bills  carried  forward 
under  instructions  from  the  freight  auditor)  such  way-bills  must  be 
the  first  ones  entered  in  the  account  to  which  they  belong  and  the 
amounts  must  be  footed  in  with  the  other  way-bills  to  the  same 
station. 

417.  The  names  of  stations  on  foreign  railroads  to  which  way¬ 
bills  have  been  made,  must  be  entered  on  this  report  in  alphabet¬ 
ical  order,  except  stations  on  theF.,  E.  &  M.  Y.  R.R.,  S.  C.  &  P.  B.  R. 
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and  the  C.  &  N.-W.  By.;  these  must  be  entered  in  regular  station 
order. 

418.  Entries  must  be  made  on  this  report  daily  in  copying  ink, 
and  must  agree  not  only  as  to  details  of  each  entry,  but  must 
appear  on  the  sheet  of  corresponding  number  with  those  made  for 
the  same  way-bills  on  the  monthly  statement  (form  28).*  In  order 
to  avoid  alterations  an  interval  of  ten  days  must  elapse  between 
the  date  of  the  way-bill  and  the  date  of  entry,  except  that  the 
report  must  be  completed  and  forwarded  to  the  freight  auditor  so 
as  to  reach  his  office  on  the  morning  of  the  third  day  of  the 
month  succeeding  that  for  which  it  is  made. 

419.  Bed  ink  must  not  be  used  on  this  report  for  any  purpose. 

420.  Way-bill  numbers  must  be  entered  in  full. 

421.  Separate  sheets  must  be  used  for  the  way-bills  to  each 
foreign  road,  and  when  forwarded  via  different  junctions, 
separate  sheets  must  be  used  for  the  way-bills  via  each  junc¬ 
tion  ;  thus,  if  freight  is  forwarded  to  the  C.,  B.  &  Q.  B.  B.  at 
Turner  and  at  Sterling,  separate  sheets  must  be  used  for  the  way¬ 
bills  via  each  junction. 

422.  All  foreign  way-bills  forwarded  via  the  same  route  and 
junctions  to  any  station  on  a  particular  road  must  be  entered  in 
consecutive  number  order  below  the  name  of  the  station  and 
junctions,  which  should  appear  above  each  account.  Thus,  if  there 
are  way-bills  to  report  to  Burlington,  la.,  via  Sterling,  the  account 
should  be  headed  “Burlington,  la.,  via  Sterling.” 

423.  The  dates  and  numbers  of  all  way-bills  for  which  no  scale 
or  elevator  weights  have  been  received,  must  be  entered  in  their 
proper  order,  leaving  the  spaces  for  the  weights  and  freight 
charges  blank. 

424.  A  blank  space  of  three  lines  must  be  left  below  the  foot¬ 
ings  of  each  account. 

425.  Each  account  must  be  accurately  footed,  the  totals  com¬ 
pared  with  those  of  the  same  account  on  the  monthly  statement 
(form  28)  and  carried  to  the  monthly  summary  of  foreign  way-bills 
(form  26  S). 

426.  The  sheets  of  each  month’s  report  on  this  form  must  be 
numbered  consecutively,  commencing  with  number  one  (keeping 
the  sheets  for  the  way-bills  via  each  road  and  junction  together), 
the  same  order  being  observed  as  in  numbering  the  monthly  state¬ 
ment  sheets  (form  28)  and  copied  in  the  station  abstract  book  (form 
143)  in  numerical  order. 

427.  When  completed  this  report  must  be  enclosed  with  the 
monthly  statement  (form  28)  and  forwarded  to  the  freight  auditor. 

428.  The  totals  of  each  account,  as  shown  by  this  report, 
must  be  carried  to  the  monthly  summary  of  foreign  way-bills 
(form  26  S),  but  the  latter  report  must  not  be  forwarded  to  the 
freight  auditor  until  the  report  on  the  monthly  summary  of  local 
way-bills  (form  26)  is  sent  forward. 
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429.  Tliis  report  must  not  be  blurred,  mutilated  or  soiled  in 
handling  during  the  month.  If  it  is  not  perfectly  clear  and  legible 
it  will  be  returned  to  the  agent  and  a  new  report  must  be  made. 

430.  In  describing  less  than  car-load  shipments  of  the  different 

commodities  named  in  the  monthly  report  of  tonnage  by  com¬ 
modities  (form  119)  if  there  are  more  than  two  commodities  on  the 
same  way-bill,  the  two  that  weigh  the  most  must  be  named,  those 
not  named  being  designated  as  “  &c.”  # 

431.  When  the  statement  of  errors  and  omissions  (form  1067) 
covering  the  month  for  which  this  report  is  made,  is  received 
from  the  freight  auditor,  the  freight  forwarded  and  abstract  books 
must  be  corrected  to  agree  therewith. 

43  2.  Monthly  Statement  of  Through  Way-Bills.  (Form  28.)* 

433.  As  many  copies  of  this  report  must  be  sent  to  the  freight 
auditor  as  there  are  foreign  roads  interested  in  the  way-billing. 

434.  This  report  must  be  made  up  from  the  original  letter- 
press  copies  of  foreign  way-bills  (including  way-bills  without 
charges)  and  must  contain  details,  as  per  the  headings  of  the  var¬ 
ious  columns,  of  all  such  way-bills  for  freight  forwarded,  dated  in 
the  month  for  which  it  is  made,  the  footings  only  being  entered 
opposite  the  date  of  way-bill,  way-bill  number  and  description  of 
articles. 

435.  The  columns  to  the  right  of  that  for  foreign  charges 
prepaid”  must  not  be  used  by  agents. 

436.  Unless  otherwise  instructed  by  the  freight  auditor,  way¬ 
bills  must  be  taken  into  account  and  reported  in  the  month  in 
which  they  are  dated. 

437.  In  reporting  way-bills  dated  in  the  month  previous  to  the 
one  for  which  this  report  is  made  (i.  e.,  way-bills  carried  forward 
under  instructions  from  the  freight  auditor)  such  way-bills  must 
be  the  first  ones  entered  in  the  accounts  to  which  they  belong,  and 
the  amounts  must  be  footed  in  with  the  other  wav-bills  to  the 

i/ 

same  station. 

438.  The  names  of  stations  on  foreign  railroads  to  which  way¬ 
bills  have  been  made  must  be  entered  on  this  report  in  alphabet¬ 
ical  order. 

439.  Entries  must  be  made  on  this  report  in  copying  ink  and 
must  agree  with  those  made  for  the  same  way-bills  on  the  monthly 
abstract  (form  25  D). 

440.  This  report  must  not  be  copied  at  the  station. 

441.  This  report  must  be  completed  enclosed  with  the  monthly 
abstract  (form  25  D)  and  forwarded  to  the  freight  auditor  so  as  to 
reach  his  office  on  the  morning  of  the  third  day  of  the  month  suc¬ 
ceeding  that  for  which  it  is  made. 

442.  Red  ink  must  not  be  used  on  this  report  for  any  purpose. 

443.  Way-bill  numbers  must  be  entered  in  full. 
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444.  Separate  sheets  must  be  used  for  way-bills  to  each  par¬ 
ticular  foreign  road,  and  when  forwarded  via  different  junctions 
separate  sheets  must  be  used  for  the  way-bills  via  each  junction. 
Thus,  if  freight  is  forwarded  to  the  C.,  B.  &  Q.  R.  R.  via  Turner 
and  via  Sterling,  separate  sheets  must  be  used  for  the  way-bills 
via  each  junction. 

445.  All  foreign  way-bills  forwarded  via  the  same  route  and 
junctions  to  any  station  on  a  particular  road,  must  be  entered  in 
consecutive  number  order  below  the  name  of  the  station  and 
junctions,  which  should  appear  above  each  account.  Thus,  if  there 
are  way-bills  to  report  to  Burlington,  la  ,  via  Sterling,  the  account 
should.be  headed  “Burlington,  la  ,  via  Sterling.”  ^Vhen  there  are 
way  bills  for  more  than  one  station  via  any  junction  a  recapitula¬ 
tion  of  the  totals  of  each  account  must  be  made  immediately  fol¬ 
lowing  the  last  entry  for  the  way-bills  via  each  junction. 

446.  The  dates  and  numbers  of  all  way-bills  for  which  no  scale 
or  elevator  weights  have  been  received  must  be  entered  in  their 
proper  order,  leaving  spaces  for  weights  and  freight  charges 
blank. 

447.  A  blank  space  of  three  lines  must  be  left  below  the  foot¬ 
ings  of  each  account. 

448.  Each  account  must  be  accurately  footed  and  the  totals 
compared  with  those  of  the  same  account  on  the  monthly  abstract 
(form  25  D). 

449.  The  sheets  of  each  months  report  on  this  form  via  each 
road  and  junction  must  be  numbered  consecutively,  commencing 
with  No.  1  each  month,  the  same  order  being  observed  as  in  num¬ 
bering  the  monthly  abstract  sheets  (form  25  D)  covering  the  same 
way-bills. 

450.  Great  care  must  be  exercised  to  see  that  this  report  is  not 
blurred,  mutilated  or  soiled  in  handling  during  the  month.  If 
it  is  not  in  condition  so  that  a  legible  letter -press  copy  can 
be  obtained  from  it  in  the  freight  auditor’s  office,  it  will  be 
returned  to  the  agent  and  a  new  report  must  be  made. 

451.  In  describing  less  than  car  load  shipments  of  the  various 
commodities  named  in  the  monthly  rei3ort  of  tonnage  by  commodi¬ 
ties  (form  119)*  if  there  are  more  than  two  commodities  on  the  same 
way-bill  the  two  that  weigh  the  most  must  be  named,  those  not 
named  being  designated  as  “  &c.” 

452  It  will  not  be  necessary  to  make  this  report  for  way-bills 
between  stations  on  the  C.  &  N.-W.  Ry.,  F.,  E.  &  M.  V.  R.  R.,  or  S. 
C.  &  P.  R.  R.  unless  the  freight  passes  over  an  intermediate  foreign 
railroad  en  route. 

453.  If  agents  have  made  no  foreign  way-bills  during  the 
month,  it  will  not  be  necessary  to  send  this  report  to  the 
freight  auditor;  postal  card  notices  (form  163)f  are  provided  by  the 
stationer  by  which  the  freight  auditor  can  be  advised  that  no  for- 
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eign  freight  has  been  forwarded  from  their  stations  during  the 

month. 

454.  Monthly  Abstract  of  Foreign  Way-Bills  Beceived. — * 

455.  This  report  (form  25E)*  must  be  made  up  from  the  original 
foreign  way-bills  and  must  contain  details,  as  per  the  headings  of  the 
various  columns,  of  all  such  way-bills  received  up  to  the  time  it  is 
rendered  (including  way-bills  without  charges),  dated  in  the 
month  for  which  it  is  made,  the  footings  only  being  entered  oppo¬ 
site  the  date  of  way-bill,  way-bill  number  and  description  of  ar¬ 
ticles. 

456.  Unless  otherwise  instructed  by  the  freight  auditor,  way¬ 
bills  must  be  taken  into  account  and  reported  in  the  month  in 
which  they  are  dated,  whether  they  are  received  after  the  regular 
reports  for  the  month  have  gone  forward  or  not. 

457.  In  abstracting  foreign  way-bills  dated  in  the  month  pre¬ 
vious  to  the  one  for  which  this  report  is  made  (i.  e.,  foreign  way¬ 
bills  carried  forward  under  instructions  from  the  freight  auditor), 
such  entries  should  be  the  first  ones  made  in  the  account  to  which 
they  belong,  and  the  amounts  should  be  footed  in  with  the  other 
way-bills  from  the  same  station. 

458.  The  names  of  stations  on  foreign  railroads  from  which 
way-bills  have  been  received  must  be  entered  on  this  report  in 
alphabetical  order,  except  stations  on  the  C.  &  N.-W.  By.,  the  F., 
E.  &  M.  V.  B.  B.,  and  the  S.  C.  &  P.  B.  B.;  these  must  be  entered  in 
regular  station  order. 

459.  Entries  must  be  made  on  this  report  daily  in  copying 
ink.  In  order  to  avoid  alterations  an  interval  of  ten  days  should 
elapse  between  the  date  the  way-bill  is  received  and  the  date  of 
entry,  except  that  the  report  must  be  completed  and  forwarded  to 
the  freight  auditor  so  as  to  reach  his  office  on  the  morning  of  the 
7th  day  of  the  month  succeeding  that  for  which  it  is  made. 

460.  Bed  ink  must  not  be  used  on  this  report  for  any  purpose. 

461.  Way-bill  numbers  must  be  entered  in  full. 

462.  Separate  sheets  must  be  used  for  way-bills  from  each 
foreign  road,  and  when  received  via  different  junctions,  sep¬ 
arate  sheets  must  be  used  for  the  way-bills  via  each  junction. 
Thus,  if  freight  is  received  from  the  C.,  B.  &  Q.  B.  B.  at  Turner 
and  at  Sterling,  separate  sheets  must  be  used  for  the  way-bills  via 
each  junction. 

463.  All  foreign  way-bills  received  via  the  same  route  and 
junctions  from  any  station  on  a  particular  road  must  be  entered 
in  consecutive  number  order  below  the  name  of  the  station 
and  junctions,  which  should  appear  above  each  account.  Thus, 
if  there  are  way-bills  to  report  from  Burlington,  la.,  via  Sterling, 
the  account  should  be  headed  “  Burlington,  la  ,  via  Sterling.” 

464.  The  dates  and  numbers  of  all  way-bills  for  which  no  scale 
or  elevator  weights  have  been  received  must  be  entered  in  their 


*Form  9  appendix. 


49 


proper  order,  leaving  the  spaces  for  the  weights  and  freight  charges 
blank. 

465.  A  blank  space  of  three  lines  must  be  left  below  the  foot¬ 
ings  of  each  account. 

466.  Each  account  must  be  accurately  footed  and  the  totals 
carried  to  the  monthly  summary  of  foreign  way-bills  (form  26  S). 

467.  The  sheets  of  each  month’s  report  on  this  form  must  be 
numbered  consecutively,  commencing  with  number  one  (keeping 
the  sheets  for  the  way-bills  via  each  road  and  junction  together) 
and  copied  in  the  station  abstract  book  (form  143)  in  numerical 
order. 

468.  When  completed  this  report  must  be  enclosed  with  the 
monthly  summary  of  foreign  way-bills  (form  26  S *  and  forwarded 
to  the  freight  auditor. 

469.  Great  care  must  be  exercised  to  see  that  this  report  is  not 
blurred,  mutilated  or  soiled  in  handling  during  the  month.  If 
it  is  not  perfectly  clear  and  legible  it  will  be  returned  to 
the  agent  and  a  new  report  must  be  made. 

470.  In  describing  less  than  car-load  shipments  of  the  different 
commodities  named  in  the  monthly  report  of  tonnage  by  com¬ 
modities  (form  119  A)f  if  there  are  more  than  two  commodities  on 
the  same  way-bill  the  two  that  weigh  the  most  should  be  named, 
those  not  named  being  designated  as  “  &c.” 

471.  Foreign  way-bills  received  after  the  regular  report  on  this 
form  for  the  month  in  which  they  are  dated  has  been  sent  to  the 
freight  auditor,  must  be  entered  immediately  in  all  of  the  station 
records,  and  a  supplementary  report  must  be  made  on  this  form 
and  forwarded  to  the  freight  auditor  with  the  original  way-bills, 
so  as  to  reach  his  office  not  later  than  the  morning  of  the  twelfth 
day  of  the  month  succeeding  that  for  which  it  is  made. 

472.  Only  one  supplementary  report  must  be  made.  If  for¬ 
eign  way-bills  are  received  after  the  supplementary  report  has 
been  sent  to  the  freight  auditor,  they  must  be  entered  imme¬ 
diately  in  all  of  the  station  records  and  then  forwarded  to  the 
freight  auditor  by  first  passenger  train,  accompanied  by  a  letter 
requesting  that  they  be  added  to  the  monthly  report. 

473.  When  the  statement  of  errors  and  omissions  (form  1068) J 
covering  the  month  for  which  this  report  is  made,  is  received  from 
the  freight  auditor,  the  freight  record  and  abstract  books  must 
be  corrected  to  agree  therewith. 

•  V 

474.  Monthly  Summary  of  Foreign  Way-Bills.§ 

475.  In  writing  up  this  report  (form  26S)§  carbon  sheets  and  au¬ 
tomatic  copying  pencils,  or  other  device  answering  the  same  pur¬ 
pose  must  be  used,  so  as  to  fill  up  both  forms  at  once. 
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476.  The  sheets  upon  which  this  report  must  be  macle  are 
blocked  alternately  with  the  sheets  comprising  the  record,, 
and  by  p lacing  a  carbon  sheet  between  the  summary  and  record 
before  they  are  detached  from  the  block  both  may  be  filled  up  at 
one  writing. 

477.  The  information  to  be  reported  to  the  freight  auditor 
must  be  written  on  the  sheets  addressed  to  him. 

478.  The  sheets  constituting  the  record  must  be  fastened  to¬ 
gether  at  the  upper  left  hand  corner  with  a  paper  fastener  and  filed 
by  the  agent  as  a  part  of  the  station  records. 

479.  The  carbon  sheets  should  be  changed  as  often  as  is  neces¬ 
sary  to  secure  good  legible  copies  for  the  station  records. 

480.  Carbon  sheets  and  automatic  copying  pencils  or  other 
device  answering  the  same  purpose  must  be  ordered  in  advance,, 
as  required,  from  the  stationer. 

481.  The  report  on  this  form  must  contain,  as  per  the  headings- 
of  the  various  columns,  the  totals  of  each  account  as  shown  on  the 
monthly  abstracts  (forms  25  D  and  25  E),  and  must  include  all 
foreign  way-bills  received  from  and  forwarded  to  stations  on 
foreign  railroads,  during  the  month  for  which  it  is  made. 

482.  In  making  this  report  red  ink  must  not  be  used  for  any 
purpose. 

483.  The  name  of  the  station  for  which  this  report  is  made 
must  be  written  in.  both  at  the  top  and  bottom  of  each  sheet. 

484.  The  name  of  the  foreign  road  and  of  the  junction  point, 
with  this  railway  must  be  entered  above  the  names  of  stations  on 
the  foreign  road. 

485.  The  names  of  stations  on  foreign  railroads  must  be  en¬ 
tered  in  alphabetical  order  below  the  name  of  the  road  and  junc¬ 
tion  with  this  railway,  except  as  provided  in  Rule  458. 

486.  When  there  is  more  than  one  junction  with  the  same  for¬ 
eign  road,  the  way-bills  via  each  junction  must  be  entered  together- 
in  alphabetical  order  below  the  name  of  such  road  and  junction. 

487.  A  blank  space  of  three  lines  must  be  left  below  the  entries 
made  for  way-bills  via  each  foreign  road  and  junction. 

488.  The  footings  of  each  sheet  of  this  report  must  be  recapit¬ 
ulated  on  the  last  sheet  and  the  totals  thus  obtained  must  be  car¬ 
ried  to  the  spaces  provided  for  that  purpose  at  the  bottom  of  sheet 
numbers  of  the  monthly  summary  of  local  way-bills  (form  26). 

489.  The  agent  must  sign  this  report  personally. 

490.  This  report  must  be  enclosed  wTith  the  monthly  sum¬ 
mary  of  local  way-bills  (form  26)  and  the  monthly  abstracts  (forms 
25,  25  A  and  25  E)  and  forwarded  to  the  freight  auditor  so  as 
to  reach  his  office  not  later  than  the  morning  of  the  seventh  day  of 
the  month  succeeding  that  for  which  it  is  made. 

491.  All  original  foreign  way-bills  received  must  be  folded 
with  the  filing  outside,  arranged  in  station  and  numerical  order,, 
enclosed  with  the  original  local  way-bills  received,  securely 
wrapped  and  forwarded  to  the  freight  auditor  on  the  same  day 
with  this  report. 
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492.  This  report  must  not  be  used  by  agents  when  they  have 
no  foreign  way-bills  to  report. 

493.  When  the  statements  of  errors  and  omissions  (forms  1067 
and  1068)  are  received  from  the  freight  auditor  the  totals,  as  shown 
on  the  record  of  this  report,  must  be  corrected  in  red  ink  to  agree 
with  the  totals  as  closed  in  the  accounts  by  the  freight  auditor. 

494.  Keport  of  Unrefunded  Overcharges. 

495.  Agents  must  make  a  report  on  form  95*  to  the  freight 
auditor  at  the  end  of  the  month  succeeding  that  in  which  the 
over-collection  or  credit  occurs,  of  all  moneys  remaining  to  their 
credit  account  of  freight,  the  accounting  for  which  is  not  provided 
for  by  other  reports. 

496.  The  following  list  embraces  the  items  to  be  reported  on 
this  form,  and  in  rendering  the  report  they  should  be  entered  in 
the  order  given,  in  the  proper  columns,  with  full  way-billing 
reference  or  other  necessary  particulars. 

497.  First. —  Local  unpaid  charges,  freight  received. 

498.  Second. —  Advanced  charges,  freight  received. 

499.  Third. —  Foreign  charges  prepaid,  freight  received. 

500.  Fourth. —  Miscellaneous  unpaid  charges,  freight  received. 

501.  Fifth. —  Local  prepaid  charges,  freight  forwarded. 

502.  Sixth. —  Miscellaneous  prepaid  charges,  freight  forwarded. 

503.  Seventh  —  Advanced  charges,  freight  forwarded. 

5C4.  Eighth. —  Foreign  charges  prepaid,  freight  forwarded. 

505.  Ninth. —  All  collections  or  credits,  account  of  freight  not 
otherwise  disposed  of. 

506.  All  moneys  that  come  into  the  hands  of  agents  must  be 
remitted  on  the  day  they  are  received  and  the  amounts  thus  re¬ 
mitted  for  overcharges  stand  to  the  credit  of  the  agent  on  the  gen¬ 
eral  books  of  the  company,  as  is  shown  by  the  special  charges 
made  by  agents  on  the  debit  side  of  their  monthly  balance  sheet. 

507.  A  record  of  all  amounts  left  in  the  hands  of  agents  as  the 
result  of  over -collections  or  over-credits  in  any  of  the  items 
specified  above  must  be  entered  in  the  station  overcharge  book 
(form  91).f 

508.  When  it  is  possible  to  refund  amounts  to  the  parties 
to  whom  they  are  actually  due,  notice  must  be  given  to  them. 

509.  Upon  presentation  of  the  original  expense  bill,}:  receipt 
for  prepaid  charges.il  or  receipt  for  miscellaneous  charges  paid. § 
agents  must  note  across  the  face  of  the  same  in  ink,  the  date  and 
amount  to  be  refunded  and  sign  the  statement  before  refunding 
the  same. 

510.  Eeceipt  must  be  taken  on  the  station  overcharge  book 
(form  91  )f  from  the  payee  for  the  amount  so  refunded. 


*Form  17  appendix. 
tForm  43  appendix. 
fForm  31  appendix. 
IIForm  32  appendix. 
§Form  35  appendix. 


■ 


. 


- 


« 


.  . 


52 


511.  After  an  amount  lias  been  reported  on  this  form  it  must 
not  be  refunded  by  agents. 

512.  Statement  of  Errors  and  Omissions  (Forms  1067*  and 

1068) f 

513.  After  all  the  monthly  reports  have  been  rendered  and 
checked  and  closed  in  the  freight  auditor’s  office,  a  statement  of 
errors  and  omissions  on  the  monthly  abstracts  and  summaries 
(forms  25,  25  A,  25  D,  25  E,  26  and  26  S)  is  sent  to  agents  by  the 
freight  auditor. 

514.  This  statement  is  made  up  on  two  sheets,  form  1067  being 
a  statement  of  errors,  additions  and  deductions  in  the  monthly  ab¬ 
stracts  and  summary  (forms  25,  25  D  and  26)  for  freight  forwarded 
from  stations,  and  also  correcting  the  totals  of  the  forwarded 
side  of  summary  (form  26  S.) 

515.  Form  1068  is  a  statement  of  errors,  additions  and  deduc¬ 
tions  in  the  monthly  abstracts  and  summary  (forms  25  A,  25  E 
and  26)  for  freight  received  at  stations,  and  correcting  the  totals 
of  the  received  side  of  the  summary  (form  26  S.) 

516.  These  statements  are  made  for  the  purpose  of  showing 
agents  all  changes,  additions  and  deductions  made  in  the  freight 
auditor’s  office  in  checking  abstracts  and  summaries  in  the  course 
of  closing  their  accounts  for  a  month’s  business. 

517.  The  totals  as  corrected  show  the  amounts  that  have  been 
charged  to  the  agents  on  the  books  of  the  comptroller,  as  well  as 
the  totals  originally  shown  on  the  freight  reports  rendered  by  him 
and  the  corrections  —  both  additions  and  deductions  —  which  go 
to'  make  up  the  difference  between  the  totals  as  reported  origin¬ 
ally  and  as  corrected. 

518.  These  statements  must  not  be  returned  to  the  freight 
auditor  nor  sent  away  from  the  station  office,  but  must  be  care¬ 
fully  preserved  as  a  part  of  the  station  records,  so  that  they  can 
be  referred  to  at  any  time  after  their  receipt. 

519.  Each  item  on  these  statements  must  be  carefully  examined 
and  the  necessary  corrections  made  on  all  of  the  station  records, 
including  the  freight  forwarded  book,  abstract  book,  overcharge 
book,  cash  book,  freight  record  and  record  of  monthly  summaries 
(forms  26  and  26  S).  If  any  of  the  changes  that  have  been  made  are 
not  thoroughly  understood,  agents  must  at  once  communicate  with 
the  freight  auditor,  when  the  necessary  explanation  will  be  made. 

520.  The  monthly  report  of  tonnage  by  commodities  (forms 
119  and  119  A)  must  not  be  forwarded  to  the  freight  auditor  until 
these  statements  have  been  received. 

521.  The  total  weight  shown  in  the  “  grand  total  ”  column  on 
forms  119  and  119  A  must  agree  with  the  total  weights  of  the  for¬ 
warded  and  received  sides  of  form  26 respectively,  after  correction 
as  shown  on  these  statements. 
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522.  If  any  of  the  way-bills  added  to  tlie  monthly  reports  have 
not  been  received,  receiving  agents  must  notify  the  forwarding 
agent  at  once,  requesting  copies  for  entry  on  the  station  records. 

523.  In  all  correspondence  regarding  these  statements  the  form 
number  — 1067  or  1068  —  and  the  month’s  business  covered  by 
them,  should  be  referred  to. 

524.  Milling,  Cleaning  and  Shelling  in  Transit. 

Milling  in  Transit. 

525.  The  general  freight  department  issues  instructions  from 
time  to  time  allowing  shipments  of  grain  to  be  w^ay-billed  from 
stations  on  the  different  divisions  of  these  roads  to  be  milled  in 
transit  at  stations  intermediate  between  the  point  of  shipment  and 
the  market  to  which  the  product  of  the  grain  is  going. 

526.  The  product  of  grain  milled  in  transit  can  be  way-billed 
from  the  milling  point  to  the  destination  originally  called  for  on 
the  way-bill,  without  charges,  the  charges  having  been  collected 
at  the  milling  point  at  the  rates  current  from  the  original  point 
of  shipment  to  destination. 

527.  The  territory  in  which  milling  in  transit  instructions  are 
valid  is  defined  from  time  to  time  by  the  general  freight  depart¬ 
ment. 

528.  All  way-bills  for  grain  to  be  milled  in  transit  must 
bear  a  notation  to  that  effect  on  the  inside  and  ouside  of  the  way¬ 
bills,  showing  to  what  point  the  product  is  destined. 

529.  Agents  at  stations  where  mills  are  located  are  furnished 
with  blank  books  (form  382)  on  which  must  be  shown  shipments 
of  grain  received  at  their  stations  to  be  milled  in  transit,  and  the 
number  and  amounts  of  shipments  of  the  product  to  the  various 
destinations. 

530.  A  separate  account  must  be  kept  of  grain  milled  in  transit 
for  Chicago,  Milwaukee,  or  for  any  other  point. 

531.  A  separate  account  must  be  kept  with  each  miller  and  a 
separate  report  must  be  made  for  each  mill  account  in  the  same 
manner  that  it  is  shown  on  the  station  record  —  form  382. 

532.  The  period  during  which  transit  is  allowed  to  be  shipped 
is  regulated  by  instructions  from  the  general  freight  department. 

533.  Agents  at  milling  stations  must  report  on  form  159*  all 
shipments  of  grain  received  at  their  stations.  This  report  is  due 
at  the  freight  auditor’s  office  on  the  10th  day  of  the  month  suc¬ 
ceeding  that  for  which  it  is  made. 

534.  The  report  must  be  made  in  copying  ink  and  copied  in  the 
station  statement  book. 

535.  A  recapitulation  of  each  account  must  be  made,  to  which 
the  totals  of  the  preceding  months  must  be  carried  forward,  the 
total  amount  of  grain  received  for  each  individual  account  being 
shown  in  that  manner. 
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536.  'Another  recapitulation  in  station  order,  showing  the  total 
weight  and  charges  for  grain  received  from  each  station,  must  be 
made  on  a  separate  sheet  of  form  159,  Chicago  and  Milwaukee 
transit  being  shown  separately. 

537.  Where  there  is  but  one  transit  account  at  a  station  it  will 
not  be  necessary  to  recapitulate  the  business,  but  all  way-bills 
received  from  any  one  station  should  be  reported  in  date,  way-bill 
and  station  order. 

538.  Agents  must  report  on  form  159  A,*  shipments  forwarded 
from  their  stations  of  the  product  of  grain  which  has  been  milled 
in  transit  for  Chicago,  Milwaukee  or  other  points,  as  the  case  may 
be,  for  account  of  individual  millers. 

539.  This  report  must  be  made  in  copying  ink  and  copied  in 
the  station  statement  book  and  forwarded  so  as  to  reach  the  freight 
auditor’s  office  not  later  than  the  10th  of  the  month  succeeding 
that  for  which  it  is  made. 

540.  When  re! urn  for  weight  has  not  been  received  for  any 
way-bill  forwarded,  no  wreight  should  be  entered  on  the  report. 

541.  As  soon  as  returns  are  received  for  such  weights  a  supple¬ 
mentary  report  should  be  made  therefor. 

542.  A  recapitulation  of  each  account  must  be  made,  to  which 
the  totals  from  preceding  months  must  be  carried  and  the  amount 
thus  shown  will  be  the  total  amount  of  product  shipped  out  against 
the  credit  of  grain  placed  to  each  account. 

543.  Shipments  received  from  W.  &  St.  P.  stations  to  be  milled 
in  transit  for  Minneapolis  or  St.  Paul,  shipments  from  C.,  St.  P.,M. 
&  O.,  F.,  E.  &  M.  V.  R.  R.  or  S.  C.  &  P.  R.  R.,  received  at  stations  on 
the  C.  &  N.-W.  Ry.  to  be  milled  in  transit,  must  be  abstracted  sep¬ 
arately  and  the  reports  (form  159)  marked  “foreign.” 

544.  In  cases  where  it  is  found  that  the  amount  df  product 
shipped  out  is  larger  than  the  amount  of  grain  received,  the  excess 
must  be  charged  for  at  local  rates  current  between  the  milling 
station  and  the  destination  of  the  product.  Such  amount  must  be 
codected  from  the  millers  as  prepaid  charges,  and  a  prepaid  way¬ 
bill  made  for  each  over- shipment. 

545.  Cleaning  in  Transit. 

546.  Grain  cleaned  in  transit  can  be  way- billed  from  the 
cleaning  station  to  the  destination  originally  called  for  on  the 
way-bill,  without  charges,  the  charges  having  been  collected  at  the 
cleaning  station  at  the  rates  current  from  the  original  point  of 
shipment  to  destination.  Such  charges  are  to  be  collected  on  the 
w'eight  of  the  grain  before  being  unloaded  at  the  cleaning  station. 

547.  The  territory  in  which  cleaning  in  transit  instructions  are 
valid  is  defined  by  the  general  freight  department  from  time  to 
time. 

5  48.  The  records  and  reports  for  “  cleaning  in  transit  ”  business 
are  the  same  as  are  used  for  “milling  in  transit  ”  business,  as  out¬ 
lined  in  Rules  525  to  544  inclusive. 
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549.  Shelling  in  Transit. 

550.  Corn  “  shelled  in  transit  ”  must  be  way-billed  through  from 
point  of  origin  to  destination  at  rates  and  under  instructions  pre¬ 
scribed  by  the  general  freight  department. 

551.  Charges  on  corn  shelled  in  transit  must  be  collected  on 
the  weight  ascertained  by  the  company  at  the  original  shipping 
point  or  at  the  intermediate  scale  station  between  the  shipping 
point  and  the  shelling  station,  or  immediately  after  arrival  at  the 
shelling  station,  before  being  shelled. 

552.  The  records  and  reports  for  “  shelling  in  transit  ”  business 
are  similar  to  those  used  for  ‘milling  in  transit  ”  business  as  out¬ 
lined  in  Rules  525  to  544  inclusive. 

553.  Monthly  Report  of  Tonnage  by  Commodities,  For¬ 
warded  to  Local  and  Foreign  Stations.* 

554.  This  report  (form  119)*  must  be  made  in  copying  ink  and 
a  letter  press  copy  thereof  taken  in  a  book  kept  for  that  purpose 
at  the  station. 

555.  It  must  contain  in  detail,  as  per  the  list  of  commodities, 
the  gross  tonnage  of  all  freight  forwarded,  on  both  local  and  for¬ 
eign  way-bills  in  the  month  for  which  it  is  made. 

556.  The  grand  total  column  of  this  report  must  agree  with  the 
corrected  grand  total  for  the  forwarded  side  of  the  monthly 
summary  of  local  way-bills  (form  26)  and  of  the  monthly 
summary  of  foreign  way-bills  (form  26  S)  combined,  as  shown  on 
the  statement  of  errors  and  omissions  (form  1067). 

557.  It  must  be  enclosed  with  form  119  A  and  forwarded  to  the 
freight  auditor  so  as  to  reach  his  office  not  later  than  the  25th  day 
of  the  month  succeeding  that  for  which  it  is  made.  This  will  afford 
time  for  the  receipt  of  all  weights,  corrections,  etc. 

558.  In  determining  the  direction  of  a  shipment,  either  local 
or  foreign,  the  distance  between  the  stations  on  the  line  from 
which  the  report  is  rendered,  and  between  which  the  freight  is 
transported,  must  be  considered  That  is,  if  the  report  is  rendered 
by  an  agent  of  the  C.  &  N.-W.  Ry.  Co.,  only  the  distance  between 
the  stations  on  the  C.  &  N.-W.  Ry.  should  be  considered. 

559.  When  the  distance  north,  to  destination  or  junction  with 
other  line,  from  a  line  drawn  east  and  west  through  the  point  of 
shipment  is  greater  than  the  distance  ea'st  or  west,  to  destination 
or  junction  with  other  line,  from  a  line  drawn  north  and  south 
through  point  of  shipment,  the  shipment  will  be  termed  “north 
bound.” 

560.  When  the  distance  west,  to  destination  or  junction  with 
other  line  from  a  line  drawn  north  and  south  through  the  point  of 
shipment  is  greater  than  the  distance  north  or  south,  to  destina¬ 
tion  or  junction  with  other  line,  from  a  line  drawn  east  and  west 
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through  the  point  of  shipment,  the  shipment  will  be  termed  “  west 
bound.” 

561.  When  the  distance  south,  to  destination  or  junction  with 
other  line,  from  a  line  drawn  east  and  west  through  the  point  of 
shipment  is  greater  than  the  distance  east  or  west,  to  destination 
or  junction  with  other  line,  from  a  line  drawn  north  and  south 
through  the  point  of  shipment,  the  shipment  will  be  termed  “  south 
bound.” 

562.  When  the  distance  east,  to  destination  or  junction  with 
other  line,  from  a  line  drawn  north  and  south  through  the  point 
of  shipment  is  greater  than  the  distance  north  or  south,  to  desti¬ 
nation  or  junction  with  other  line,  from  a  line  drawn  east  and  west 
through  the  point  of  shipment,  the  shipment  will  be  termed  “  east 
bound.” 

563.  Great  care  must  be  taken  to  give  the  description  of  the 
commodities  in  exactly  the  form  called  for  by  the  report. 

564.  In  describing  less  than  car-load  shipments  of  commodi¬ 
ties  named  on  this  form,  if  there  are  more  than  two  commodities 
on  the  same  way-bill,  the  two  that  weigh  the  most  should  be 
named,  those  not  named  being  designated  as  “  &c.” 

565.  Monthly  Repoet  of  Tonnage  by  Commodities  Received 

feom  Stations  on  Foreign  Roads.* 

566.  This  report  (form  119  A)*  must  be  made  in  copying  ink 
and  a  letterpress  copy  thereof  taken  in  a  book  kept  for  that 
purpose  at  the  station. 

567.  It  must  contain  in  detail,  as  per  the  list  of  commodities, 
the  gross  tonnage  of  all  foreign  freight  received  way-billed  from 
stations  on  foreign  railroads.  (In  rendering  this  report  stations 
on  the  S.  C.  &  P.  R.  R.,  F.  E.  &  M.  Y.  R.  R.,  and  C.  &  N.-W.  Ry. 
must  be  treated  as  foreign  to  each  other.) 

568.  The  grand  total  column  of  this  report  must  agree  with 
the  grand  total  of  the  received  side  of  the  monthly  summary 
of  foreign  way-bills  (form  26  S)  as  shown  on  the  statement  of  er¬ 
rors  and  omissions  (form  1068). 

569.  It  must  be  enclosed  with  form  119  and  forwarded  to  the 
freight  auditor  so  as  to  reach  his  office  not  later  than  the  25th  day 
of  the  month  succeeding  that  for  which  it  is  made.  (This  will 
afford  time  for  the  receipt  of  all  weights,  corrections,  etc.) 

570.  In  determining  the  direction  of  a  shipment  the  distance 
between  the  stations  on  the  line  from  which  the  report  is  rendered 
and  between  which  the  freight  is  transported  must  be  considered. 
That  is,  if  the  report  is  rendered  by  an  agent  of  the  Chicago  & 
North-Western  Railway  Company,  only  the  distance  between  sta¬ 
tions  on  the  Chicago  &  North-Western  Railway  should  be  con¬ 
sidered. 
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571.  Wlien  the  distance  north,  to  destination,  from  a  line  drawn 
east  and  west  through  the  junction  at  which  the  freight  was  de¬ 
livered  to  this  company  is  greater  than  the  distance  east  or  west, 
to  destination,  from  a  line  drawn  north  and  south  through  said 
junction,  the  shipment  will  be  termed  “ north  bound.” 

572.  When  the  distance  west,  to  destination,  from  a  line 
drawn  north  and  south  through  the  junction  at  which  the  freight 
was  delivered  to  this  company,  is  greater  than  the  distance  north 
or  south,  to  destination,  from  a  line  drawn  east  and  west  through 
said  junction,  the  shipment  will  be  termed  ‘west  bound.” 

573.  When  the  distance  south,  to  destination,  from  a  line 
drawn  east  and  west  through  the  junction  at  which  the  freight  was 
delivered  to  this  company,  is  greater  than  the  distance  east  or  west, 
to  destination,  from  a  line  drawn  north  and  south  through  said 
junction,  the  shipment  will  be  termed  “ south  bound.” 

574.  When  the  distance  east,  to  destination,  from  a  line  drawn 
north  and  south  through  the  junction  at  which  the  freight  was  de¬ 
livered  to  this  company,  is  greater  than  the  distance  north  or 
south,  to  destination,  from  aline  drawn  east  and  west  through  said 
junction,  the  shipment  will  be  termed  “  east  bound.” 

575.  Great  care  must  be  exercised  to  give  the  description  of 
the  commodities  in  exactly  the  form  called  for  by  the  report. 

576.  Passenger  Faees  Collected  from  Parties  in  Charge 

of  Freight. 

577.  When  passenger  fares  are  collected  from  parties  in  charge 
of  live  stock  or  other  freight,  account  of  notation  being  made  upon 
wray-bill  or  cash  fare  slip  attached  by  the  conductor,  or  because  of 
agent  finding  that  party  had  been  carried  in  charge  of  freight 
when  not  entitled  to  free  transportation,  the  amounts  thus  col¬ 
lected  must  not  enter  into  the  freight  accounts  of  the  station,  but 
must  be  reported  to  the  ticket  auditor  as  provided  in  his  Book  of 
Instructions,  No  1,  Buies  75  to  96  inclusive. 

578.  Preparation  of  Claims  for  Examination  by  the  Freight 

Auditor. 

579.  Claims  for  overcharge  should  be  presented  through  the 
hands  of  agents  to  the  freight  auditor. 

580.  In  case  of  overcharge  in  rate  the  original  paid  expense 
bill*,  bill  of  lading  and  claimant’s  bill  showing  amount  claimed, 
should  be  attached. 

581.  In  case  of  overcharge  in  weight  or  count,  the  original  paid 
expense  bill  (except  in  the  case  of  live  stock  received  at  Union 
Stock  Yards,  for  which  original  paid  expense  bill  is  not  issued  by 
the  railway  company),  bill  of  lading  and  bill  of  claimant,  accom¬ 
panied  by  the  original  invoice  for  the  articles  claimed  over- 
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charged  must  be  attached,  together  with  any  other  evidence  claim¬ 
ants  are  able  to  present  in  favor  of  the  claimed  weight  or  count. 

582.  It  is  desirable,  when  apparent  overcharges  in  weight  oc¬ 
cur,  that  agents  should  test  the  weight  before  delivery  of  the 
articles,  preserving  a  record  of  the  same. 

583.  As  it  is  frequently  necessary  to  refer  claims  to  agents  for 
further  explanations,  it  is  desirable  that  agents  to  whom  claims 
are  presented  should  submit  them  to  the  freight  auditor  as  com¬ 
plete  as  possible.  Compliance  with  this  will  insure  speedy  action 
and  decision  upon  them. 

584.  When  claimants  decline  to  give  up  the  original  invoice 
agents  should  obtain  a  copy  and  compare  with  the  original,  and 
then  certify  to  its  being  a  true  copy,  and  submit  it  with  the  claim. 

585.  It  is  the  desire  of  the  company  to  adjust  all  claims 
promptly  and  agents  are  required  to  cheerfully  offer  claimants 
assistance  and  advice  in  putting  claims  in  proper  shape  for  sub¬ 
mission  to  the  freight  auditor. 


586.  GOVERNMENT  FREIGHT. 

To  Forwarding  Agents. 

587.  An  original  and  a  duplicate  bill  of  lading  (Quartermaster’s 
Department,  U.  S.  A.,  form  No.  17)  properly  filled  out  and  certified 
to  by  the  government  officer  who  makes  the  shipment,  must  be 
procured  by  agents  before  forwarding  any  government  freight. 
Care  must  be  exercised  to  see  that  both  the  original  and  the  dupli¬ 
cate  are  alike,  and  correct  and  complete  in  every  particular  (ex¬ 
cept  the  receipt  of  the  consignee). 

588.  Whenever  freight  unaccompanied  by  government  bill 
of  lading  is  offered  for  shipment,  the  nature  of,  or  marks  upon 
which  would  indicate  that  it  belongs  to  any  department  of  the 
United  States  government,  agents  must  hold  it  until  they  can 
ascertain  definitely  whether  it  is  government  freight  or  not. 
Government  freight  is  usually  labeled  or  marked  in  some  manner, 
“  U.  S.  Property,”  or  with  the  official  title  of  the  consignee  or  the 
shipper.  The  more  common  shipments  of  government  freight 
consist  of  supplies  for  the  War  Department  (including  commissary, 
quartermaster’s  and  ordnance  stores)  consigned  to  officers  of  the 
U.  S.  Army. 

589.  Agents  must  not  forward  any  government  freight  without 
proper  government  bill  of  lading,  as  the  United  States  Govern¬ 
ment  will  not  issue  a  bill  of  lading  after  freight  lias  been  carried, 
and  charges  for  transportation  cannot  be  collected  without  a  bill 
of  lading. 

590.  The  insertion  of  rates  in  government  bills  of  lading  by 
agents  is  unauthorized. 
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591.  Erasures  or  changes  of  rates  in  government  bills  of  lad¬ 
ing  are  strictly  prohibited.  If  rates  inserted  by  the  government 
officer  are  incorrect,  require  a  new  bill  of  lading  or  a  certificate  of 
the  officer  on  the  bill  of  lading  that  the  rates  therein  were 
changed  before  the  bill  of  lading  was  signed  by  the  agent. 

592.  The  original  government  bill  of  lading  must  be  sent  im¬ 
mediately  by  express  to  the  receiving  agent  at  the  destination  of 
the  way-bill.  The  duplicate  bill  of  lading  should  be  returned  to 
the  government  officer  who  issued  it. 

593.  All  government  freight  should  be  regularly  way-billed 
with  local  unpaid  charges  at  the  rates  named  in. the  bill  of  lading. 

594.  The  number  and  date  of  the  bill  of  lading,  and  where  and 
by  whom  issued,  should  be  entered  on  the  way-bill  underneath 
“  Description  of  articles.” 

595.  The  number  and  date  of  the  way-bill,  and  the  name  of  the 
station  where  the  way-bill  is  made  should  be  entered  on  the  bill  of 
lading  before  forwarding  same. 

598  Unless  otherwise  specially  instructed,  do  not  accept  bills 
of  lading  which  cover  transportation  to  stations  on  foreign  roads. 
Separate  bills  of  lading  should  be  issued  for  each  different  road 
over  which  government  freight  is  transported. 

597.  Agents  must  not  advance  any  charges  on  government 
freight,  unless  a  government  bill  of  lading  is  received  with  the 
freight.  The  bill  of  lading  must  provide  for  payment  to  this  com¬ 
pany  of  the  charges  advanced,  as  well  as  the  charges  for  transpor¬ 
tation  over  the  line  to  which  the  bill  of  lading  is  issued. 

598.  Charges  for  switching,  care  of  live  stock,  or  other  service, 
should  be  entered  on  the  government  bill  of  lading,  and  certified 
to  by  the  proper  government  official  otherwise  such  charges  can¬ 
not  be  collected. 


599.  To  Receiving  Agents. 

600.  Charges  for  transportation  of  government  freight  covered 
by  government  bills  of  lading  (Quartermaster’s  Department,  U.  S. 
A.  form  No.  17),  are  not  payable  through  the  hands  of  station 
agents.  Agents  are  therefore  authorized  to  deliver  such  govern¬ 
ment  freight  without  collecting  charges,  provided  proper  receipts 
are  obtained  from  consignee,  the  same  as  for  other  freight.  The 
bills  of  lading,  however,  must  be  completed  by  having  same 
receipted  by  consignee  (personally)  in  the  space  provided  on  the 
face  and  back. 

601.  Government  freight  should  be  promptly  delivered  to  con¬ 
signees,  and  the  necessary  receipts  obtained  without  delay. 

602.  After  bills  of  lading  have  been  properly  receipted,  send 
the  same  by  express  to  the  freigUt  auditor,  accompanied  by  the  un¬ 
signed  expense  bills  and  request  for  relief  voucher*  for  the  amount 
of  uncollected  charges. 
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603.  A  letter  press  copy  of  this  request  must  be  retained  by 
the  station  agent  for  comparison  with  the  amount  of  the  voucher 
when  credited.  If  the  amounts  do  not  agree,  investigate  the  dif¬ 
ference  through  the  freight  auditor’s  office  at  once. 

604.  Agents  must  hold  all  bills  of  lading  until  the  8th  day  of 
the  succeeding  month,  before  requesting  a  relief  voucher  for  un¬ 
collected  charges,  being  particular  to  include  all  bills  of 
lading  on  which  freight  was  billed  in  the  previous  month.  Bills  of 
lading  must  be  carefully  preserved  as  charges  cannot  be  collected 
from  the  government  without  them. 

605.  Agents  must  take  credit  on  the  monthly  balance  sheet  for 

the  amount  of  uncollected  charges  on  government  freight  for 
which  the  freight  auditor  has  been  asked  for  a  relief  voucher,  ex¬ 
plaining  the  credit  claimed  as  follows :  “  Government  freight 

awaiting  voucher  per  request  addressed  to  the  freight  auditor 
. 18 . ” 

606.  Agents  will  not  be  allowed  credit  unless  completed  bills 
of  lading  accompany  the  request  for  voucher. 

607.  If  agents  at  any  time  receive  government  freight  without 
a  bill  of  lading,  immediate  inquiry  should  be  made  of  the  forward¬ 
ing  agent  and  the  freight  auditor  notified. 

608.  Way-bills  for  government  freight  are  subject  to  the  cur¬ 
rent  rules  and  regulations  governing  the  use  of  special  or  tariff 
rates,  and  should  be  abstracted  and  reported  in  the  same  manner 
as  any  other  way-bills. 

609.  Charges  for  switching,  care  of  live  stock  or  other  service 
performed  after  the  bill  of  lading  has  been  certified  to  by  the 
government  officer  making  the  shipment,  if  not  covered  by  a  bill 
of  lading,  should  be  entered  on  the  bill  of  lading,  if  one  has  been 
issued,  and  certified  to  by  the  proper  government  officer  in  charge; 
without  this  certificate  such  charges  cannot  be  collected,  and 
credit  will  not  be  allowed  agents. 

610.  In  accomplishing  bilJs  of  lading  on  the  back  thereof  in 
blank  form  provided,  agents  must  be  particular  to  cause  the  name 
of  station  where  freight  is  delivered  to  be  inserted  after  the 
printed  word  “  Received.” 

611.  The  w*eight  of  property  received  should  be  written  out  in 
words,  and  also  in  figures,  as  per  printed  requirement  on  back  of 
bills  of  lading.  For  instance,  a  weight  of  2425  pounds  should  be 
inserted  as  follows:  Twenty-four  hundred  and  twenty-five  (2425) 
pounds. 

612.  Loaded  Cae  Tickets. 

613.  When  it  becomes  necessary,  and  agents  have  the  proper 
authority  from  the  general  freight  department,  to  forward  cars 
before  the  regular  way-bill  for  the  freight  contained  in  same  has 
been  made,  agents  will  use  the  loaded  car  ticket,  form  54.* 

614.  The  instructions  governing  the  use  of  this  form  are  as 
follows  : 
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615.  The  accompanying  forms  are  numbered  consecutively  and 
must  be  so  used.  Agents  will  be  required  to  account  for  each 
number  furnished  them  by  the  stationer. 

616.  A  loaded  car  ticket  must  not  be  used  unless  authorized  by 
the  general  freight  department,  and  then  only  when  it  is  impos¬ 
sible  to  make  a  regular  way-bill  without  delaying  the  freight. 

617.  Way-bills  for  cars  sent  forward  with  a  ticket  must  be 
dated  the  same  day  as  the  ticket. 

618.  Before  filling  up  the  accompanying  forms,  a  carbon  sheet 
(with  the  carbon  side  down)  should  be  placed  between  the  blanks. 
The  information  should  then  be  written  on  the  ticket,  using  an 
automatic  copying  pencil,  or  other  instrument  answering  the 
same  purpose.  The  ticket  must  then  be  detached  and  delivered 
to  the  conductor  with  the  car. 

619.  The  number  of  the  ticket  upon  which  the  car  goes  for¬ 
ward  must  be  entered  on  the  face  of  each  way-bill  for  such  car,  for 
freight  loaded  therein,  and  the  numbers  of  the  way-bills  must  be 
inserted  in  the  space  provided  for  that  purpose  on  the  report*  and 
record  herein. f 

620.  The  report  to  the  freight  auditor*  must  be  forwarded  to 
him  by  first  train  mail. 

621.  Should  a  ticket  be  spoiled  it  must  be  forwarded  to  the 
freight  auditor  together  with  the  corresponding  rej3ort,  by  the  first 
train,  both  forms,  as  well  as  the  record,  bearing  the  notation 
“  void,”  and  being  signed  by  the  agent. 

622.  When  the  forms  contained  herein  have  all  been  used, 
the  book  must  be  filed  away  in  a  dry  and  secure  place ;  it  is 
required  to  be  preserved  indefinitely. 

623.  Upon  receipt  of  the  regular  way-bills  for  the  freight  con¬ 
tained  in  the  car,  the  receiving  agent  must  enter  the  number  of 
each  way-bill  in  the  space  provided  for  that  purpose. 

624.  This  ticket  must  then  be  signed  by  the  agent  and  for¬ 
warded  to  the  freight  auditor  by  first  train  mail. 

625.  Instructions  to  Conductors. 

626.  A  ticket  or  slip  of  this  form  must  accompany  each  loaded 
car  hauled  in  the  trains  of  this  company  when  not  accompanied  by 
a  regular  way-bill. 

627.  A  separate  ticket  must  be  made  for  each  loaded  car. 

628.  The  ticket  must  accompany  the  car  through  to  the  desti¬ 
nation  shown  on  its  face. 

629.  If,  for  any  reason,  the  car  is  set  out  before  reaching  desti¬ 
nation,  the  ticket  must  be  left  with  the  car.  The  conductor  must 
note  below  the  cause  of  detention,  and  report  by  wire  all  the  facts 
regarding  same  to  his  division  superintendent,  and  to  theagentat 
destination  as  shown  by  this  ticket. 

630.  Each  conductor  having  this  car  in  his  train  must  sign  his 
name  in  full,  and  give  date  and  train  number. 


*Forn«  30A  appendix. 
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after  which  he  will  insert  the  address  of  the  Freight  Auditor  on  the  opposite  side  and  forward  it  to  that  officer  without  delay. 
Accepted, - Agent  at -  Date, - - - 


Kames  of  stations  on  foreign  roads  must  be  entered  on  the  lines  indicated  thus  *  and  earnings  on  freight  forwarded  to  or  received 
from  such  stations  must  be  entered  in  the  short  or  inside  columns  against  names  of  stations,  and  when  rendering  report  for  last  day  of 
t lie  month,  agents  must  estimate  and  report  earnings  on  freight  then  in  transit  from  those  stations. 
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No.  5. 

Size  5 %  x  8*4  in. 


Stationer’s  No.  24. 


DAILY  REPORT  OF  FREIGHT  EARNINGS. 


- Station. 

REPORT  OF  FREIGHT  EARNINGS 

[Unpaid  and  Prepaid  Local  Charges  and  Milk  Ticket  Sales.] 

- day  of - 18 


Amount  of  earnings  on  freight  FORWARDED  to  stations  on 
_ R’y  and  branches  -  -  $ 

Amount  of  earnings  on  freight  forwarded  to  and  received  from  stations 
on  foreign  railroads. _ 


1 

1 

1 

1 

1 

1 

1 

1 

1 

o 

H 

* 

_ station. 

* 

u 

u 

* 

« 

a 

* 

u 

<c 

* 

u 

a 

* 

u 

u 

*From  _ 

a 

* 

u 
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a 

it 

* 

u 

«t 

* 

a 

♦ 

u 

e@“These  lines  are  to  be  used  to  report  the  earnings  on  freight 
forwarded,  way-billed  through  to  stations  on  foreign  railroads,  and 
to  report  the  earnings  on  freight  received  way-billed  through  from 
stations  on  foreign  railroads. 

The  amounts  entered  in  the  short  column  are  not  to  be  carried 
out  into  the  last  column,  and  the  report  is  not  to  be  footed  when  the 
short  column  is  used. 


$ 


- - - - - Agent. 

INSTRUCTIONS.— This  report  must  be  sent  to  the  freight  auditor’s  office,  Chicago,  by  first  pass 
enger  tram  after  the  close  of  the  business  of  each  day,  and  so  as  to  reach  Chicago  on  the  day 
after  it  is  made.  A  close  estimate  must  be  made  of  the  local  charges  on  way-bills  made  for  grain 
in  bulk,  which  should  be  included  in  the  daily  reports,  carrying  the  difference  into  subsequent 
reports  to  be  added  to  or  deducted  from  the  amounts  of  the  subsequent  reports  as  estimates  may 
be  more  or  less  when  compared  with  the  actual  amounts  returned  from  the  station  to  which  grain 
was  way-billed.  No  corrections  should,  however,  be  made  in  the  reports  of  any  month  for  errors 
or  omissions  occurring  in  the  reports  of  the  preceding  month,  but  all  differences  discovered  after 
the  report  for  the  last  day  has  been  sent  in  are  to  be  abandoned  and  remain  unadjusted. 

Particular  care  should  be  observed  at  all  times  to  avoid  errors  or  omissions.  The  amounts 
of  the  daily  reports  should  agree  with  the  amounts  of  the  monthly  reports,  with  the  exception  of 
the  differences  that  may  be  occasioned  by  the  correction  of  estimates  or  unavoidabls  errors  or 
omissions  discovered  after  the  report  for  the  last  day  of  the  month  has  been  sent  in. 

In  all  cases  telegraph  the  amounts  of  earnings  when  it  is  impossible  from  the  delay  of  trains 
or  other  causes  to  forward  this  report  so  that  it  will  reach  Chicago  the  day  after  it  is  made. 

Advanced  charges  and  foreign  charges  prepaid  must  in  no  case  be  inserted  or  footed  in 
this  report. 

These  reports  must  be  inclosed  only  in  envelopes  intended  for  the  purpose,  marked  “  Freight 
Earnings  Report.” 

Report  should  be  rendered  daily.  If  there  are  no  earnings  to  report,  make  notation  ”  No 
business”  on  face  of  form  and  forward  report  as  directed  above. 
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No.  6.  MONTHLY  ABSTRACT  OF  LOCAL  WAY-BILLS  FORWARDED.  stationed  no.  25. 

Size  10  x  16  in. 
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This  card  must  be  sent  to  the  Freight  Auditor,  so  as  to  arrive  at  his  office  not  later  than 
the  morning  of  the  day  of  the  month  on  which  the  report  is  due. 
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Conductor,  Train  No 
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Conductor,  Train  No. 


No.  27.  STATEMENT  OF  ERRORS  AND  OMISSIONS.  Stationer’s  No.  1068. 

Size 8  X  20  in.  ACCOUNTING  DEPARTMENT,  FREIGHT  AUDITOR’S  office. 

Agent _ _ _ _ _ Still  ion:  _ 18 _ 

Below  please  find  Statement  of  Errors  and  Omissions  in  your  monthly  Abstracts  and  Summaries  (forms  25  A,  25  E,  26  and  26  S,)  of 
Freight  Received  at  your  station  ;  also  Corrected  Totals  of  “  Received”  side  of  Summaries  (forms  26  and  26  S.)  for  month  of _ 18 - 
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Please  issue  relief  voucher  in  my  favor  for  above  named  amount. 


No.  30. 

Size  3 %  x  8  in. 


93 


Stationer’s  No.  54. 


LOADED  CAR  TICKET. 

No _ _ 

For 

Car,  number _ Initial _ 

From _ _ 

To _ : _ 

Via _ 

Date  of  T’k’t - - 18 

Contents  ) 
of  Car.  ) 

Consignee _ 

- 18 - -  Train  No _ 


Conductor. 


18 

Train  No. 

V 

Conductor. 

18 

Train  No. 

* 

Conductor. 

18 

Train  No. 

Conductor. 

1 8 

Train  No. 

Conductor. 

Weigh  at 


(Show  weights  on  back  of  ticket.) 


- 


t 


1 
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No.  30A.  .  Stationer’s  No.  54. 

Size  3%  s  8  in. 

REPORT  OF  LOADED  CAR  TICKETS. 

TO  THE  FREIGHT  AUDITOR: 

Below  please  find  statement  of  a  loaded  car 
ticket  made  and  forwarded  by  me  with  a  loaded  car, 
viz.: 

LOADED  CAR  TICKET 

Xo _ 

FOR 

Car,  number _ .Initial _ 

From _ 

To _ , _ _ _ _ 

Via  _ _ . 

Date  of  T’k'i _ _ _ 13 

Contents  ) 

of  car  f _ _ _ _ 

Consignee _ _ _ _ 


Regular  waybills  for  freight  loaded  in  this  car  have  been  made  bv 
me  and  duly  forwarded  to  destination  as  above;  tney  are  num¬ 
bered  as  follows: 


. _  Forwarding  Agent. 

Note:— This  sheet  must  not  be  detached  until  the  numbers 
of  the  way-bills  have  been  insert*  d  herein:  it  must  then  be  de¬ 
tached  and  enclosed  in  an  envelope  and  forwarded  to  the  freight 
auditor  by  first  train. 

Car  was  directed  to  be  weighed  at 
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No.  30B. 

Size  3%  x  8  in. 


Stationer’s  No.  54. 


RECORD  OF  LOADED  CAR  TICKET. 


Tlie  following  is  a  record  of  a  “  Loaded  Car 
Ticket”  sent  forward  from  this  station  in  lien  of  a 
regular  way-bill  ;  viz.,  ticket 


No _ 

FOR 

Car,  number _ Initial _ 

From _ 

To _ 

Via  _ 

Date  of  T’k’t _ 18 

Contents  / 

of  car  \ _ 

Consignee _ ; _ 


Regular  way-bills  for  freight  loaded  in  this  car  have  been  made 
and  duly  forwarded  to  destination  as  above:  they  are  numbered 
as  follows: 


Agent. 


Car  was  directed  to  be  weighed  at 


No  31.  Stationer's  No.  30 

Size  3  x  15%  in. 
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Stationer's  No.  146 A. 
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Date  Collected - - 18  Received  Payment, _ Agent. 

No  other  form  of  receipt  than  this  for  prepaid  charges  is  valid  or  binding  upon  Hie  Company. 
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Stationer’s  No.  537 ► 


No.  37. 

Size  8M  ^  11  in. 

GUARANTY  OF  FREIGHT  CHARGES. 


GUARANTY. 


- Station, _ 18 

- — - hereby  guarant  to  the 

- R  Co.,  and  connecting  R.  R.  lines, 

the  whole  amount  of  freight  charges  that  will  accrue  on  the  articles 
mentioned  below,  from  this  station  to  the  point  of  destination ;  and  also 

all  charges  that  have  been  advanced  by  said _ 

R  Co.  at  this  point.  And  it  is  understood  and  expressly  agreed 

to  by  the  signer  hereof,  that  in  case  the  consignee  refuses  to  pay  the 
charges,  the  undersigned  will  pay  them;  or  in  case  the  consignee 
cannot  be  found,  and  never  calls  for  the  goods,  the  undersigned  will 
pay  the  charges  and  relieve  the  Company  and  connecting  lines  of  the 
same. 


MARKS, 

ARTICLES. 

WEIGHT. 

- 

_ Guarantor. 

Agents  will  require  this  Guaranty  to  be  signed  in  duplicate — the  original  to  be 
placed  on  file,  and  the  duplicate  attached  to  the  Way-Bill  accompanying  the  freight. 
The  party  signing  the  Guaranty  must  be  a  responsible  one.  In  instances  where  no 
guaranty  can  be  given  by  a  responsible  party,  Agents  may  receive  the  property  on 
pre-payment  of  charges  to  point  where  goods  are  billed,  where  they  will  be  offered 
to  connecting  line,  and  if  refused,  the  consignee  will  be  notified  and  the  property 
stored  subject  to  his  order. 
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